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				Introduction

				W elcome to Work/Life Balance For Dummies. This book is designed to help you adopt a lifestyle that allows you to feel better than utterly shattered and exhausted at the end of each working day. Are you looking for ways to have more say in how you want to structure your work and non-work life? Then this book is for you.

				When you get home from work, slump through the door, drop your bag and keys and kick off your shoes and you’re met by household noise, mess and kids needing attention, having any kind of work/life balance seems an impossibility. Sure, changing your situation is a challenge. And like all the vitally important challenges in life, your achieving your particular work/life balance is going to take some effort. Don’t despair. You can make literally thousands of changes, from the miniscule to the major, and enjoy the genuine improvements in your approach to work, life, family and fun.

				Your decision to improve your work/life balance — or should I say lack of work/life balance — has come at a very opportune time. Employers, managers, academics, human resource (HR) professionals and even forward-thinking government agencies are sitting up and realising that workplace arrangements need to change if people are to be encouraged to remain in the workforce. Employers these days know the benefits of having employees who are refreshed and energised enough to contribute their best to their work. At the same time, they’re beginning to appreciate that employees need time and energy left for a fulfilling life outside of their careers. You’re going to be pleasantly surprised to learn just what tools are already available to help you achieve more balance in your life, and to help you influence others to support your new ways of working and living.

				Don’t get me wrong; I’m not advocating that you give your boss the flick and try to become a sustainable market gardener from your courtyard home instead of filing into an office every day. On the contrary, this book is about recognising the pressures you’re already under — from your workload, career ambitions, health, fun and family. Just finding time for you alone can put pressure on your life. The time has come to be assertive and find out what you really want in your life. Some of your dreams may be simpler to achieve than you think. I’m glad you’re interested in finding out more about improving your work/life balance. After all, isn’t happiness and contentment what you deserve?

				About This Book

				You’re probably reading this book because you’re tired, fatigued, worn out, weary — in fact, exhausted. You know that the increasing demands on your job are making it difficult for you to find enough time for non-work responsibilities, such as taking care of your health and wellbeing, maintaining your home, contributing to your community — and that’s before you get around to enjoying your life with the people you care about. In this book you can find tips, suggestions, real-life examples and information with tools you can use to help change your daily work-home-sleep routine.

				Don’t think of the two most important words in this book — work and life — as always separate entities, one easily distinguishable from the other. Human beings aren’t that easily generalised. In this book, I cover pretty well every part of your life, except for religion! The compound work/life is all-encompassing and covers issues that affect your workplace, your boss, your partner, your brain (yes, you do have one, even though you may think it’s gone completely AWOL right now) and your body (exercise and sexercise). I look at what tools and policies already exist for you and how to ask for and get what you want, while valuing family time, contributing to your community, looking for new jobs and careers, doing further study or moving up and out altogether. Get the idea?

				A key part of this book is about actions you can take to improve life for yourself. Despite the demands of employers, shareholders, bosses, families and under-staffed schools, the decision to make positive changes to your work/life balance rests with you. This book gives you all sorts of information, as well as tips and advice. Then the decision about which aspects of your work/life balance need changing is up to you. 

				As much as I’d love you to read this book from cover to cover (no tests afterwards, I promise) you can turn to particular sections to find the information you need for an issue you want to deal with right now. I know from personal experience that you can’t change everything about your life overnight and you’re going to need a fair bit of courage to make even the tiniest changes. So, bear in mind that sometimes the smallest steps can lead to the biggest results.

				How to Use This Book

				Work/Life Balance For Dummies covers each topic in its own chapter. How many books provide you with details on cleaning up desktop clutter and introducing time management in one chapter, and the importance of having dinner with family in the next?

				Some of you may know enough about some topics to not want to read everything I’ve written about the issue. Fair enough. You may be more interested in making changes at work, rather than at home, or vice versa. The point is that you can skim the Table of Contents at the front of the book and go straight to the chapters that most interest you.

				If you consider yourself to be a complete work/life balance beginner, and you want a bit of general background on the topic, then I suggest you go straight to Part I and begin your reading there. You can then read through the following chapters and parts at your own pace with a growing understanding of why the subject is useful to you. 

				How This Book Is Organised

				Work/Life Balance For Dummies is divided into seven parts, with each part focusing on a different aspect of work/life balance.

				Part I: Stand and Deliver:  Your Job or Your Life

				This part explains what work/life balance actually means. Find out why more and more Australians are struggling to find the right balance in their lives and why employers are recognising the need to help you contribute at work and have a more fulfilled and replenishing life outside of work.

				Part II: Looking After Yourself First

				This part uncovers the pressures that make you feel as though you have to work harder and harder in order to be considered a ‘success’. This part also provides you with tips on how to say ‘No’, helps you avoid the destructive powers of guilt and guides you to look after your mental and physical health.

				Part III: Size Isn’t Everything:  Small Changes That Work

				Part III explains that achieving work/life balance can involve making changes to your current role at work — so that throwing in your job and starting all over again isn’t the only solution. The chapters in this part give you tips on how to more effectively use your time at work and how to avoid distractions that can eat into your day, making you less effective. In addition, simple tips ensure that you take proper breaks during your work day so you can remain refreshed and productive.

				Part IV: Preparing to Work for  Work/Life Balance

				Time for the nitty-gritty. This part guides you through the flexible working arrangements and practices that are already available to you and how you can get your hands on them. The chapters discuss how to do research to help your manager see the value in your request for more flexible working hours, and how to prevent your work/life options being eroded. This part also helps you see the importance of holidays, as well as making the most of family time, community volunteering opportunities and caring for your children.

				Part V: The Bigger Picture: Getting What You Want, Long Term

				The changing nature of the workforce — with its impending opportunities as the baby-boomer generation reaches retirement — means that you no longer need to feel trapped into staying in your current job. If, despite your best efforts, your job isn’t providing you with the work/life balance you need, then Part V is for you. Here I discuss how to look for and win new job opportunities, how to access study for new skills and career directions and even how to decide to be your own boss.

				Part VI: Seachange Is Not Just a Television Show

				These chapters provide a lot of useful information on downshifting, or simplifying your life, via a variety of methods. Case studies and tips show how people have changed their working arrangements and household habits to attain much improved work/life balance. Examples include how to simplify your working life and improve your life while living in the city, how to move out of the city to a quieter lifestyle and how to settle into a new home, job, community and social life.

				Part VII: The Book of Tens

				Work/Life Balance For Dummies wouldn’t be Work/Life Balance For Dummies if it didn’t have these short chapters that you can turn to for quick reference and useful tips. I provide you with a list of ten quick ways to reduce stress, ten ways to motivate your work mates and the best work/life skills you can teach your children. 

				Special Icons

				[image: Statistic.ai] Sometimes, a meaty statistic or two is the most effective way to show you that you’re not the only person who’s struggling to balance the demands of work and life. This icon points you to trends in work and lifestyle practices that you can compare with your — and your family’s — experiences.

				

				[image: RealLifeStory.eps] With a subject as personal and integral as work/life balance, often the best way to highlight an option or arrangement that may appeal to you is to hear a real-life story from a person who’s already had that experience. This icon points to real stories from people who’ve made genuine efforts to produce better work/life balance in their lives.

				

				[image: TechnicalStuffnew.eps] This icon relates to fairly in-depth information. You may want to flick past these paragraphs or stay there and find out more. When the information can be applied to your work/life balance, you may find the information encouraging you to undertake further research into the subject.

				

				[image: REMEMBER.eps] Sometimes, a little pearl of wisdom is important to remember. This icon helps you to file away information that may help you achieve a better work/life balance when the opportunity arises. 

				

				[image: Warningbomb.eps] Warning icons are serious and exist to ensure that you don’t do anything harmful or without sufficient professional advice and assistance. Please read and consider these warning points carefully.

				

				[image: TIP.eps] Tips are small steps you can take to improve your work/life balance. Tips are designed to be simple and achievable, so keep your eye out for anything that can help you make the changes you want.

				

				[image: WorldWideWeb.eps] Where would life be today without the Internet? The World Wide Web is an incredibly handy source of information and pretty well any topic you can think of has one or more Web sites attached. Web sites that help you find information and develop ideas are included in this book whenever you see this icon.

			

		

	
		
			
				Part I

				Stand and Deliver: Your Job or  Your Life 

				
				[image: Part%20I.eps]
				 ‘Let’s see, got the laptop, the mobile,  printer, wireless router, urgent files . . .  that’s it guys, it’s holiday time!’

				Glenn Lumsden

				

					In this part . . .

					Most people agree that despite having access to the latest in electronic equipment, household appliances and domestic services, our lives feel busier and more stretched than ever. The reality is quite the opposite to what most people are looking for — more ‘life’ in their work/life balance.

					Work/life balance is not restricted to people with children or partners. Life outside work can range from child care to housework, to sport, leisure and self-development activities, such as study or exercise programs — virtually anything.

					This part explains what work/life balance means, how long working hours can affect health, family and relationships. And the good news — what measures some employers are taking to recognise that employees have lives outside of work.

			

		

	
		
			
				Chapter 1

				Defining Work/Life Balance

				In This Chapter

				[image: missing image file]	Understanding work/life balance

				[image: missing image file]	Recognising why families are important

				[image: missing image file]	Finding out how to be flexible

				[image: missing image file]	Making everyone a winner

				Australia, the wide, brown land with its wonderful sea, sun and surf has created an image of Aussies as being laid-back, laconic and even a little bit . . . lazy. In reality, Australians work harder and longer hours than their counterparts in the United States and in the United Kingdom. Consequently, Aussie workers struggle with ways to find ‘quality’ time for themselves and their families among the never-ending chores at work, commuting, home, kids and social and community commitments.

				The failure to achieve any real work/life balance means that family life can suffer and so can your physical, emotional and mental health. The huge increases in illnesses, such as chronic back ache, clinical depression, heart disease, blood pressure, type 2 diabetes and obesity, are all indicators that the current work/life balance is way out of whack.

				This chapter shows you just why work/life balance — or the lack of it — is so vital for the future wellbeing of you and your loved ones. The statistics don’t paint a pretty picture when it comes to managing the work/life balance. Yet the signs are increasing that both employees and employers are realising how a better work/life balance can benefit everyone.

				Finding Balance between Work and  Your Personal Life

				Work/life balance is the phrase of the moment. You’ve no doubt come across the phrase everywhere — in magazines, on TV health shows, in advertisements and on the lips of anyone who cares about achieving the right work/life balance for themselves, their families and work colleagues. If you’re like me, you may even picture a set of old-fashioned brass scales with ‘work’ on one dish and ‘life’ on the other. The official definition I use in this book for work/life balance is the need of all individuals to achieve and maintain a balance between their paid work and their life outside of work. The word balance doesn’t necessarily imply an even divide between work and life; instead, balance means successfully managing all the responsibilities you have in both areas of your life.

				[image: Statistic.ai]
								How well do you balance your life?

									The Australian Government, universities and family organisations are working to assess how Australians feel about the balance of their working and private lives. Here are some findings from recent reports:

										Families Australia: In 2006, 66 per cent of people surveyed believed that striking a good balance between work and family life was more difficult than five years ­earlier. A similar proportion of people believed that they had less time for family and friends than five years earlier.

										Relationships Australia: An overwhelming 89 per cent of people surveyed found work/life balance so difficult that they experienced trouble in relationships, particularly due to not having enough time to spend with partners and family. 

										Australian Childhood Foundation: Among parents surveyed, 75 per cent felt that the demands of balancing work and family were a serious issue for them. 

										Australian Government: The Balancing Work and Family report included these ­comments that revealed how some Australians find trying to combine work and family responsibilities to be quite difficult:

											‘You have the dreaded child-care number come up on your mobile phone just when you are about to go into a meeting and you feel terrible.’

											‘It means … begging child care for those ad hoc occasions. It means always being “in debt” to a variety of people. It means last-minute panics when children need to stay home ill. It means constant long-term trade-offs within the family for annual leave, for school-holiday care, business-travel needs, and so on.’

											‘From dropping the children off at kindy, running to work, working all day, running home, making dinner, with tired children, I feel on a daily basis as though the balls are dropping around me.’

								

				[image: REMEMBER.eps] Work/life balance is not restricted to people with children or partners. Life outside work can range from child care to housework, to sport, leisure and self-development activities, such as study or exercise programs — virtually anything.

				The aims of work/life balance

				Achieving work/life balance is about being given the opportunity to have some control over when, where and how you work so that you can perform at your best and also have time to recuperate and enjoy pursuing your own interests outside of work. 

				Although the debate continues over whether ‘balance’ is the right term, the general consensus is that work/life balance is achieved when your right to a fulfilled life inside and outside of work is achieved, and is respected by your employer.

				Many people believe that work/life balance means a quieter life, working fewer hours and achieving a much clearer separation between work and your personal life. Academics are now suggesting that this view of  work/life balance isn’t, in fact, what most people want. Instead, most employees and self-employed workers are willing to work hard and long hours in a job they love as long as they have some control over where and when they work.

								Time is the enemy

									The University of South Australia has set up a Centre for Work + Life, and its Director, Barbara Pocock, has made work/life balance for Australians her special interest. Barbara and her team questioned a wide range of workers to find that

										Women with children (72.5 per cent) and women without children (44.2 per cent) feel pressed for time (meaning they don’t have enough time).

										Women (55.6 per cent) and men (49.9 per cent) are struggling with time pressures (­meaning they are juggling the amount they have to achieve in a particular time frame).

									These findings continue for self-employed workers — self-employed women with children are more likely to feel time strain and pressure than self-employed men or self-employed women without children. 

									The Centre for Work + Life publishes its findings in what’s known as AWALI (the Australian Work and Life Index). 

								

				Work/life balance, therefore, really means being given the flexibility to leave work early to pick up the kids or having a medical appointment and being able to replace the lost hours by working later or on other occasions. What’s important is that this flexibility shouldn’t affect the work you do or the career aspirations you hold. I’m hoping you’re nodding in agreement.

				The reality of work/life balance

				At work, you may think that if you ‘prove’ — to yourself, your boss and your colleagues — how hard you work and how productive you are, then rewards and recognition are going to fall automatically into your lap. When the rewards don’t arrive, you work harder and longer in an effort to be noticed. You keep telling yourself that as soon as everyone realises how great a worker you are, then you’ll have your chance to ask for a salary increase and ask to leave earlier one day a week to take your child to swimming classes. You probably feel a tad nervous about asking for the time off but you reckon by this stage your boss is going to appreciate you so much that asking for an early mark won’t be a problem.

				The home/life balance

				The ‘life’ in work/life balance doesn’t automatically have to mean time spent at home. For some people, home can, in fact, mean more work. Many Australians perceive home as the site of their unofficial second job: caring for children, supervising homework, cooking dinner, walking the dog, hanging out washing, loading the dishwasher, organising bath and story times and sitting at the laptop to catch up on work emails long after the children have gone to sleep.

								 Long hours — are they productive or not?

									Research in 2003 showed Australians believed they had to work harder — and work longer hours — to keep Australia competitive in the global economy, according to Barbara Pocock’s mirror on Australian life, The Work/Life Collision. 

									Already that trend has changed. In fact, the reverse may be true. Working long hours now is seen as leading to low productivity, rather than high levels of competition, according to Clive Hamilton from The Australia Institute (TAI). 

								

									[image: Statistic.ai]
								The ABS of Australian women

									Cleaning at home, bathing the baby and shopping for the family — and not a cent paid. That’s the lot of Australian women recorded by the census Australians filled in during 2006.

									In fact, 1.37 million Australian women reported they did 15–29 hours of unpaid domestic work each week compared to just over half a million men who reported that much.

									The Australian Bureau of Statistics (ABS) is the organisation that tells Australians who they are, what they do for a living and how they like to play. The ABS census records how many people live in a particular house, how many grannies care for their children’s babies and what you do with your so valuable leisure hours.

								

				In among all these chores, your ‘life’ somehow is expected to occur. I’m sure you read, see and hear countless health and psychological experts talking about the benefits of healthy eating, regular exercise, actively participating in the local community and finding time for you. You won’t be surprised, therefore, to know that men and women with the worst work/life balance have poorer health, use more prescription drugs, have more stress and feel more dissatisfied with their personal relationships. Chapters 4 and 5 discuss the importance of looking after your physical, emotional and mental wellbeing as a key part of attaining the work/life balance you need.

				The pressure of stress

				Don’t forget stress. Understanding what happens when you’re forced to cope with additional workloads and changes in your workplace — such as downsizing or being offered contract or casual work over permanent employment — is important. Stress can build whenever you have no say or control in where, when and how you do your job. In these situations, you can expect a downturn in your standard of health. Stress makes your heart pump faster and speeds up your breathing. Your body pumps out adrenaline and cortisol to keep you on high alert. If stress continues, your hormone levels stay elevated and can start to cause illness. Chronic stress has been linked to heart disease, lowered immunity, higher blood pressure and even cancer — and chronic stress is now showing up in workers’ compensation claims.

				The National Occupational Health and Safety Commission reports that mental stress accounts for more than six per cent of all workplace injury claims. Mental stress actually eats up more than 21 per cent of all workers’ compensation claims costs per year. The time spent off work is much longer for stress claims than for physical injury claims (with some sufferers never returning to paid employment). Stress claimants also have significantly higher expenses for medical, psychiatric and legal services. All estimates consider that these claims are likely to continue increasing in cost and in time lost at work. As well, these workers’ compensation claims cause employers additional staff-training and replacement expenses.

				Whittling work/life balance away

				In Australia and other countries, many people today believe they need more money and more possessions to feel happier. Even in the richest 20 per cent of households, almost half of the people agreed that ‘You cannot afford to buy everything you really need’. This statement is rather startling when you consider that Australians today have incomes that are three times higher in purchasing-power terms than incomes in the 1950s. And the size of the average home has expanded to more than 200 square metres, compared to 115 metres in the 1950s.

									[image: TechnicalStuffnew.eps]
								Australians are laid-back? Not likely

									If Australians like you worked the same hours as the average worker in other wealthy countries, then you could take off the rest of the year from 20 November. TAI’s Clive Hamilton has worked the figures and says this fair nation wins the booby prize for the longest average number of hours worked in an industrialised nation. Considering that the average number of hours worked also includes part-time work and that Australia has the second highest proportion of part-time workers in this group of nations, the picture looks even grimmer.

									You would think, therefore, that Australian workers would be desperately looking forward to having a holiday. But latest findings show  58 per cent of full-time workers don’t use all their annual leave entitlements each year. And their excuse? The majority (42 per cent) say either they’re too busy at work — that’s right, too busy working to take a holiday — or they can’t get holiday leave at a time that suits them. So many people not taking holidays contradicts what Australians say are most important to them:

										Family and partner relationships (60 per cent)

										Health (18 per cent)

										Work fulfilment (2 per cent)

									Interestingly, low-income households are no more likely than high-income households to select money as the key contributor to happiness.

									When it comes to taking holidays from work for many Australians, the laid-back approach and a relaxed lifestyle appear to be a far distant memory.

								

									[image: RealLifeStory.eps]
								Choosing bigger or better

									While writing this book, I became painfully aware of my own obsession to want ‘bigger and better’ everything for my home. I have a husband and one child and I live in a solid-brick bungalow with three bedrooms and one bathroom. After meeting with architects, surveyors and builders, our plans to expand our home to a four-bedroom, two-bathroom gigantor were approved by the local council.

									The costs of the extension were frightening and made us realise that to take on such a huge mortgage — on top of what we are already paying — would severely limit any possibilities of travel, of having a social life or of replacing our second-hand car before it dies. Not to mention future plans to take time off work to study, to try a career change or take a sabbatical. Our mortgage would have chained us to full-time work and possibly even longer working hours. 

									Instead, my husband Dean and I decided to make our cosy home work ‘smarter’ for us. Our extension plans have been replaced by renovations and innovations. Installing two rainwater tanks, shifting some doors, jazzing up the bathroom and considering solar panels have made a huge difference to our home but not the size of our mortgage. Now our home is absolutely perfect for the three of us.

								

				The sizes of houses are growing while the numbers of people living in those houses is declining. In the 1970s, an average of 3.3 people lived in each household in Australia — these days an average of 2.6 people live in each house. Huge houses in Australia today have more spaces to store electronic appliances and furnishings, require additional heating and cooling and need cleaning products and services. People feel compelled to make changes to their homes; to spend and buy more and more of the latest furnishings and gadgets. This, in turn, increases their mortgages and debts and creates a need to work harder and longer to pay for everything.

				The awful affliction of affluenza

				The excessive consumer culture that afflicts countries such as Australia and the United States has been tagged ‘affluenza’. The US Web site www.affluenza.org defines affluenza as ‘The bloated, sluggish and unfulfilled feeling that results from efforts to keep up with the Joneses . . . An epidemic of stress, overwork, waste and indebtedness caused by a dogged pursuit of the American dream and an unsustainable addiction to economic growth.’ Replace ‘American’ with ‘Australian’ in the sentence and you may find yourself nodding in agreement. 

				Affluenza may contribute to real depression. Consider the fact that the World Health Organization predicts major clinical depression to become the second largest disease burden in the Western world by 2020. This scary prediction makes the adage that ‘Money doesn’t buy happiness’ sound very true.

				Chapter 5 discusses the money and consumption-driven lifestyle further and shows you how to look beyond what you may think you need for what you really value.

				Recognising the Importance of  Family Life

				Family means more than just children. Family includes your spouse or partner, parents, brothers and sisters, and other relatives who don’t have immediate family to care for them. Your family responsibilities can involve caring for children, partners and other family members, including the elderly or relatives with disabilities or illnesses, or those who need special care and attention.

				[image: REMEMBER.eps] Balancing work and family is important not only for people with young children. Family responsibilities continue to affect your work/life balance throughout your entire working life. Even if you don’t have family responsibilities, you still need family-friendly work practices on occasion, such as flexibility to study, travel, participate in sport or to undertake volunteering or community activities. Everyone must have opportunities to rest and rejuvenate themselves. 

				The numbers of women in paid employment are almost certain to increase in the future because of skyrocketing house and land prices that need two incomes to meet the mortgage payments. And the trend to favour private schooling over the state system means more costs for families. Labour shortages and opportunities for women to access study and new skills are other factors encouraging women into paid employment.

				Men, too, feel increased pressure to be better parents and to take part in their children’s lives, as well as being the major breadwinner when their partners are on maternity leave.

				The work/life pressures don’t end there. Australia’s ageing population means that many workers face responsibility to care for their elder relatives, as well as raising children. 

									[image: Statistic.ai]
								Mothers at work 

									Australia has an increasing number of women in paid employment, and many of these women find it difficult to keep on top of home and child-care responsibilities and the demands of their work.

									The ABS 2006 Social Trends report shows 57 per cent of women (with children under age 15) worked in paid employment in 2004, compared to 49 per cent in 1987. 

									When you break down the age groups, the 57 per cent figure increased to 64 per cent for women whose youngest child was aged between five and nine years. And the figure increased to 71 per cent for women whose youngest child was aged between 10 and 14 years.

								

				Another factor that disrupts families is the increasing relocation of workers for employment reasons. With relocation comes a lack of family and social contacts in a new community to provide child care, elderly care and family support. No wonder the notion of the ‘struggle to juggle’ becomes frustratingly and exhaustingly real. A real work/life balance has little chance in this scenario.

				Why part-time work is not a solution

				Reducing work hours to part time is often the most common way to try to claw back some ‘life’ time. But reducing work hours doesn’t guarantee that work/life balance can be achieved. In fact, working part time can have the opposite effect. Women who work part time are more likely to have worse work/life balance than men working full time or part time — or even women who work full time. In fact, part-time working women appear to be the ‘personal shock absorbers of work/life interference’. These women have to put up with less free time as a result of their part-time work and their domestic loads.

				Although some women choose to work part time in order to contribute financially to the household — and have time to care for their families —  a 2007 AWALI study found these women are less likely to use cleaners or child-care providers or to order takeaway meals. 

								Fathers doing the ‘walk of shame’

									Some fathers clearly need assurance from their employers that taking up more flexible working arrangements isn’t a backward step career-wise. Fathers need to be able to use leave or to reduce their work hours when sick children need their care or when school events require their attendance.

									Tim, a father of two and a former IT professional said, ‘When I left work at 5 pm, I felt as though I was doing the “walk of shame” because I was the only one who showed any signs of leaving at finishing time.’

									The Melbourne-based Australian Institute of Family Studies (AIFS) tracks what’s happening in Australian families. A recent survey of 1,000 fathers shows that 68 per cent think they don’t spend enough time with their children. And 53 per cent think that their jobs and family lives interfere with each other. 

									Younger generations of fathers also believe that when men and women both work, then they need to share domestic and child-care responsibilities. 

								

				As well, these women received less help from their partners and had to deal with increased expectations from schools and community groups who see them as available volunteers because they don’t work full time. 

				Other studies show evidence that women who choose part-time work often have to work in industries that specialise in unskilled part-time jobs, such as hospitality, retail and in factories, which offer traditionally low-paid jobs. Taking these part-time jobs sometimes means that mothers move away from the careers they pursued before having children. The results are:

				[image: check.png] Loss of previous qualifications due to lack of continuous training in their former career.

				[image: check.png] Reduction of future opportunities to return to their earlier career.

				How working affects the family

				The difficulties in achieving the goal of work/life balance for working parents negatively affect their relationships with their children. Balancing work and the hours and attention you pay your children is possibly the hardest part of achieving a successful work/life balance.

				Whereas work responsibilities can be fairly consistent — regular hours, schedules, meetings, and so on — the needs of children can vary erratically depending on their health (a cold can keep you away from work), school functions (schools give fairly short notice of day-time outings, concerts, and so on) and behaviour (all children at some stage require spontaneous parent/teacher discussions during school hours).

				How important is work/life balance to you?

				Finding the right work/life balance means that first you have to want to find time for your personal life and relationships. 

				One survey in 2007 asked Australians how they intended to find more balance in their lives and found these three important goals came in surprising place order:

				[image: check.png] Eat healthier food (first)

				[image: check.png] Work fewer hours (third)

				[image: check.png] Spend more time with the family (fifth)

				And yet, survey after survey shows that Australians believe family is the most important and fulfilling aspect of their lives and that they want to spend more time with loved ones. This discrepancy tells me that trying to find a ‘life’ outside of work is seen as desirable but is too hard to put into practice. Taking a healthy apple to work instead of chocolate biscuits for morning tea seems an easier challenge than trying to negotiate more flexible working hours to spend time with the family. 

								From the mouths of babes

									Barbara Pocock, Director for the Centre for Work + Life at the University of South Australia, talked to groups of 10- to 12-year-olds and  16- to 18-year-olds to find out how they felt about their parents’ work. Professor Pocock found that: ‘It’s not whether parents go to work, but the state in which they come home that really affects children.’ 

									Professor Pocock observed that this ‘state’ reflects the hours and intensity of the parents’ jobs. Parents’ after-work moods also varied with how well the parents’ jobs matched their preferences of career path.

									Another study found 56 per cent of working parents believed that work demands made them irritable at home. If you want to know more about this, go to the parenting Web site,  (www.raisingchildren.net.au). 

								

				Focusing on Workplace Flexibility

				Achieving work/life balance must involve reducing stress levels, increasing job satisfaction and personal fulfilment for the employee and improving business outcomes for the employer. What’s now becoming widely accepted is that both employers and employees can achieve significant gains from recognising and accommodating family responsibilities with flexible working arrangements. These family-friendly initiatives are flexible work policies and practices that can cover types of employment, hours of work, paid and unpaid leave, workplace facilities and supportive management practices. All these give employees a bigger say in how they work in order to balance the demands of their employment and family responsibilities. 

				Australian workers are no different to workers in the United Kingdom and the United States in the types of workplace conditions they seek in order to achieve a sustainable level of work/life balance. Studies have shown that workers need the following conditions from their employers:

				[image: check.png] Part-time employment that sees workers get the same opportunities  for new and challenging work, training and promotion as full-time workers

				[image: check.png] Permanent part-time employment (not casual work) with access to annual leave, sick leave, carer’s leave, parental leave and holiday pay

				[image: check.png] Some control over starting and finishing times for part-time and  full-time workers

				[image: check.png] Specific leave available to all workers to care for a sick child, partner or parent without time deducted from their own sick leave or recreation/holiday leave, or without being forced to take leave without pay 

				[image: check.png] Use of a work phone for emergency family contact, for example to ring a child-care provider, a family member, the other parent or a school

				At many stages of the work/life cycle — such as study, birth of a baby,  child-rearing, leave without pay and caring for elderly relatives — enlightened workplace conditions are the best ways employers can keep skilled workers while increasing morale and productivity. Smart employers realise that beneficial conditions can be relatively cheap ways to attract the best workers, reduce absenteeism and retain productive staff for longer periods.

				That’s all very nice, you may be thinking, but what type of flexibility can employers with sales targets and shareholders to satisfy actually offer their employees? The range of family-friendly work practices employers can offer employees is broad. These work practices include the provision of 

				[image: check.png] Flexible employment arrangements (part time, full time, job sharing, working from home)

				[image: check.png] Flexible hours arrangements (starting earlier or later to incorporate school runs or after-school commitments, holding family-friendly meeting times during core hours, compressed hours)

				[image: check.png] Flexible leave arrangements (purchased additional leave, carer’s leave, time off in lieu)

				[image: check.png] Other work and family initiatives (sabbaticals, training opportunities, volunteering days)

				In Chapter 8, I explain more about what types of flexible working arrangements are available and how to prepare your business case — the argument you use to convince your manager to adopt improved work/life balance policies.

				Having these types of policies in place is useless when senior managers and supervisors aren’t actively supporting their use. The solution seems simple but employers don’t always see the advantages. Put simply, a business’s productivity and profitability depend on the quality and commitment of staff. When workers have difficulties with the demands of their jobs and life outside work, their productivity and motivation can suffer.

				[image: REMEMBER.eps] Experts say working long hours is not sustainable. The result is that people resign from their jobs when they aren’t able to balance work and family responsibilities. In addition, flexible working arrangements don’t work when employers cut staff numbers and expect the remaining employees to produce the same work and productivity as the larger staff produced.

				Employers need to consider ways to reduce the culture that causes staff members to work long hours. Anne tells me, ‘A lot of young guns arrive at work after 9 am, whereas I’ve dropped off my kids and started work at 7 am. The advantage is that the others can put in face time (showing the boss that they’re at their desks after 5 pm) when the CEO walks the floor. This doesn’t mean the young guns are any more productive or harder working than I am, but they are the ones that get noticed.’

				If employers are not noticing the long hours the staff members work, they may soon sit up and take notice when they see the effect on their profit margins if staff leave. This is because high staff turnover leads to the loss of skilled employees. And a loss of staff members dramatically increases advertising, recruitment, replacement and training costs.

				The Department for Education and Employment in the United Kingdom commissioned a study on how to encourage family-friendly workplaces. The research showed that replacing a job leaver would cost an organisation at least one-third of the recruit’s first-year salary.

				Making Work/Life Balance a Win–Win for Everyone

				Work and family initiatives do work. Increasing agreement across the board in Australia and in other countries says that family-friendly policies can improve organisational performance when employers are 

				[image: check.png] Being recognised as an ‘employer of choice’

				[image: check.png] Improving employee morale and commitment

				[image: check.png] Reducing staff turnover

				[image: check.png] Reducing absenteeism

				[image: check.png] Increasing the ability to attract and recruit staff

				[image: check.png] Recognising and improving occupational health and safety outcomes

				[image: check.png] Reducing stress and improving productivity

				Organisations and employers that have introduced work and family arrangements have found that the benefits far outweigh the cost and effort of making changes, particularly in attracting and retaining skilled and productive employees.

				Employees can find benefits that include

				[image: check.png] Flexible working arrangements resulting in reduced stress

				[image: check.png] Increased focus, motivation and job satisfaction knowing their family and work commitments are being met

				[image: check.png] Increased job security and commitment after employers show they value and support workers with family and other non-work responsibilities 

									[image: Statistic.ai]
								Flexible working hours are catching on

									Positive changes are happening in Australian workplaces, although perhaps more slowly than most people would like. ABS statistics show that the rate at which flexible working hours are being used to care for children increased from 24.7 per cent in 1993 to 41.4 per cent in 2005. As well, the rate at which part-time work was being used to care for children increased over the same period from 17.7 per cent to  25.4 per cent. The number of men who use flexible work arrangements to care for their children is also on the increase.

								

			

		

	
		
			
				Chapter 2

				Work, Life and You

				In This Chapter

				[image: missing image file]	Keeping workers happy

				[image: missing image file]	Identifying your work/life responsibilities

				Despite the increased talk and use of flexible working practices, such as reduced hours, part-time working from home or voluntary leave, ‘dinosaur’ managers are still lurking in the workplaces. These old-fashioned managers are the breed that still insists that their employees stay at their desks in the office from 9 am to 5 pm.

				These managers are also the types of bosses that stressed and anxious parents lie to when their child is too sick for child care by saying that they are the ones who are sick and need to take the day off. And these managers may have partners at home to take care of their sick children, as well as checking on their elderly parents and taking care of the household duties. 

				These managers simply are not aware that their prized employees are trying to work full time and find a suitable aged-care home for a frail parent as well as time to coach their son’s football team. These dinosaurs help create workplaces where employees believe they can’t take any kind of flexible leave without kissing their longer-term career goodbye. 

				The irony is that dinosaur workplaces are suffering as much as their employees are suffering because these workplaces are the ones with ‘revolving doors’ syndrome as people start to work there, receive expensive training and then become burnt out and leave. 

				The Waning Workforce

				Australia’s population is ageing, with one-third of the workforce aged 45 years and over and many are expected to retire or reduce their working time in the next few years. The workplace today has fewer younger workers with experience, training and skills to replace those who are planning to retire or who are ready to retire. In addition, with parents having their first children in their thirties, more and more workers need to combine caring for their elderly parents with raising their own children.

				CEOs are recognising that they have to provide more up-to-date working arrangements to attract and keep good staff and workplace studies show that work/life balance initiatives improve employee morale, productivity, retention and recruitment. So you should be drowning in an ocean of choices, shouldn’t you? No?

				Challenging the child-care misconception

				A paradox has been occurring in Australia. On one hand, Australian couples have been urged to ‘have a baby for the country’. And many have done so. On the other hand, a belief exists that some people are wrong to have children unless one partner can stay home full time to care for the children. In this era of increasingly unaffordable housing prices, high mortgages and interest rate increases, the 1950s ideal of the happy mother at home, doing unpaid housework and preparing three meals a day, has almost disappeared. Instead, families and couples are relying on two salaries to meet the mortgage payments.

				Many CEOs and executives are male and still have traditional family structures. Their understanding of the pressure felt by workers with children to look after is distanced by the fact that they’re extremely well paid and can afford to have a wife remain at home as the ‘support’ to deal with all aspects of child care, social life, home life, and so on. The Australian Human Rights and Equal Opportunity Commission (HREOC) has pointed out that men who are breadwinners depend as much on their partners, who work unpaid at home, as the partner depends on the man’s wage. 

				I had a female senior executive once comment to me, ‘Child-care centre fees aren’t expensive, and so I don’t know what all the fuss is about.’ At the time, I bit my tongue, but dearly wanted to tell her that the 400 staff working 

				at her company didn’t share her salary level. Part-time workers are often forced to decide if they’re working to pay the fees at their child-care centre or working to contribute a few dollars to the family coffers.

				Media stories about top-performing women who choose to drop out of the workforce in order to raise a family or to simplify their stressful lives don’t help either. Although this choice may be achievable for a CEO or lawyer who earns more than a million dollars each year, this choice isn’t so affordable or stress free for the average Australian working woman (or man).

				Reading and hearing about these kinds of ‘success stories’ can be frustrating when you want to contribute more at work and at home but can’t because you need help with child care or elderly care. The calls are increasing for more flexibility and control over start and finish times at work and opportunities to work outside of the office to balance the needs of the family and the need to earn a living.

				For more information on holding on to your work/life balance arrangements in the workplace, see Chapter 9.

				[image: Statistic.eps]
								How old was your child when you returned to work?

									The decision about the right time to return to work after having a child is almost as big a decision as whether to have a child. Some parents need two incomes to support their debt commitments. Other times, a woman wishes to resume a career that she put on hold for the birth of her baby. 

									The question is, what age should a baby be when the mother returns to work after the birth? The Raising Children Network (www.raisingchildren.net.au) conducted an online survey in 2007, asking parents the age of their child when the mother returned to work. The following table shows the results: 

									
										
											
													
													Baby’s age

												
													
													Mothers returning to work (%)

												
											

											
													
													0–6 months

													7–12 months

													1–2 years

													2–3 years

													3–5+ years

												
													
													34

													33

													17

													 6

													11

												
											

										
									

									Interestingly, 84 per cent of parents returned to work in some capacity before their child was two years old. With so many parents involved, this trend provides a strong argument for increased workplace flexibility.

								

				Caring on all sides

				When you think of the caring responsibilities of workers, child care is what immediately springs to mind. However, as the working population ages, elderly care has begun to emerge as another caring issue affecting employees and their work.

				Distinct differences exist between caring for children and caring for elderly parents or relatives. Not all workers have children, but many employees have living parents, and therefore have the responsibility to provide or coordinate the provision of elderly care at some stage. Unlike child care, elderly care is an unpredictable, variable event that can occur suddenly or occur gradually as a parent or relative’s health and functioning declines. Elderly care requires continual monitoring and flexibility to respond to the relative’s care requirements and a great deal of flexibility by the employer and the employee.

				Child care mainly concerns children who live with you, but elderly care involves a range of degrees of involvement with your parents’ affairs to deal with sometimes complex financial and legal arrangements, changes to living arrangements, and various health issues and services. These services may be difficult for you to access if you live in a different location to your parents. You may often need to negotiate and arrange services by telephone during work hours.

				The additional factor that can make a situation particularly stressful for employees — especially if they also have children to care for — is that their relationship with their parents changes over the years. In some cases, the parent–child relationship can become reversed as the elderly parent or relative becomes more and more dependent. Unlike child care, elderly care doesn’t necessarily have a positive outcome, so that you may begin to feel emotionally drained and need support both at work and at home. The process can involve a number of an elderly person’s children and other relatives and friends providing assistance to them at different times — for example, shopping on the weekends, visiting doctors, organising nursing care, and so on — or the burden of care may entirely fall on one person if no other relatives live nearby to help.

				[image: WorldWideWeb.eps] Although child care and elderly care have their differences, clever and sympathetic employers are realising that HR policies and flexible working arrangements need to be developed to consider the much more variable needs of elderly care by employees. The Australian Government’s Department of Health and Ageing has a helpful A–Z library of downloadable fact sheets and publications on issues affecting the elderly and those who provide care for them at www.health.gov.au.

				[image: Statistic.ai]
								Employers and mature-aged workers face  elderly care issues together

									Retaining mature-aged workers and providing flexible arrangements for their non-work needs — caring for elderly relatives as well as children — is seen as a key issue for Australian organisations. 

									Managing Work Life Balance International, a Sydney-based organisation that surveys the progress of flexible working arrangements, found that in Australia:

										35 per cent of employers have seen an increase in flexible work arrangements sought by mature-aged employees.

										32 per cent of organisations indicate they are developing or putting into place programs to attract and retain mature-aged workers.

									These figures are expected to increase over the next few years.

									Australian employers are also encouraging their workers to use the new policies. The Managing Work Life Balance survey of employers found that

										56 per cent are focused on reducing stress in the workplace.

										71 per cent have introduced health and wellbeing options or added to their existing policies.

										73 per cent continue to ensure that flexible working arrangements are improved and implemented fairly.

										28 per cent of all employers and 37 per cent of ‘best practice’ organisations have seen absenteeism rates decrease 9 per cent and 16 per cent respectively.

									I see these results as very promising for the future of work/life balance policies in Australia.

								

				Changing workplace culture

				Some employers believe that implementing non-traditional working arrangements, such as working from home (telecommuting), is expensive. Other examples of non-traditional working arrangements include flexible starting and finishing times and job sharing. These arrangements require the employer to put together new policies that support people with busy lives outside the workplace (that is, every worker).

				Even when supportive workplace policies and arrangements are in place, a new factor — workplace culture — emerges. This is the ‘feeling’ in a workplace that can affect the hours you work, the expectations you feel, and so on — the ‘atmosphere’ in an office that can make it hard for you to attain work/life balance.

								Battling ‘presenteeism’

									You’ve heard of absenteeism — having lots of days off from work due to issues other than i­llness. Presenteeism is considered even more of a concern these days. Presenteeism occurs when workers are present in the workplace but not performing at their best. Not performing includes time-wasting due to illness or lack of motivation, not working on priority jobs, decreased work quality and quantity and poor communication with colleagues. 

									Wesley Corporate Health in 2006 estimated that presenteeism costs employers approximately double the direct cost of sick leave.

									Presenteeism has been linked to obesity, stress, back and neck pain, migraine, allergies and lack of physical activity. Presenteeism is also linked to the perception that workers must be in the office for long hours to prove their worth. This inevitably leads to illness, burn out or resignation and high staff turnover means high costs for employers. 

									One manager, interviewed by Australia’s Human Rights and Equal Opportunity Commission in 2007, made the point that workers appear to accept being in the office for long hours and they do the extra hours — but they don’t really accept the situation because then they leave the job.

								

				Smart managers are recognising that working long hours actually decreases productivity. Working eight hours in an organised and efficient manner can produce better work outcomes than lingering for twelve hours and spending a fair portion of it goofing off on email or moaning to work mates in the tea room. 

				Managers can assess work effectiveness by quality and output per hours worked. That way, part-time workers are assessed fairly too, and can be given work as complex as full-time workers. In addition, employers are likely to retain their best workers by adapting work practices to suit employees needing time off for parental leave and part-time work on their return. Skills and experience are being retained and money is being saved from advertising, recruiting and training replacement staff.

				Eradicating outmoded thinking

				Employers and managers who implement accessible work/life balance policies sometimes discover that workers are reluctant to slow down or take personal leave, feeling that the changes may mean the worker can’t handle the workload.

									[image: RealLifeStory.eps]
								Refusing to work long hours 

									Here’s an example of the damage workplace culture can bring: Radiation scientist Patrick ran into the brick wall of workplace culture when he started a new position in the health industry. 

									‘Officially, the job had flexible starting and ­finishing times, manageable work shifts and days off for time in lieu. Once I started and asked about a flex day, I was told by a colleague that flex days didn’t happen. I also started work at 8 am and rarely got away before 7 pm.’

									After months of long work days, unwieldy workloads and very little time spent seeing his children awake on week nights, Patrick decided a change was due. ‘I just asked for what was my right. I started keeping a timesheet and asked for a day off in lieu of overtime worked.’ 

									Patrick’s stand encouraged his colleagues to do the same. ‘At least the hours are now being recorded. Having a day off — even though I feel I do three extra days’ work for that one day — is a step in the right direction.’

								

				In this case, corporate and management executives need to step in and openly embrace the flexible way of thinking and working. The volume of studies and results from best-practice employers in Australia, the United States and the United Kingdom show that when a high percentage of their professional workforce is using workplace options, the flexible option becomes a ‘normal’ part of the workplace culture. 

				Seeing a manager or supervisor who ‘walks the talk’ by working at home every Friday, or electing to ‘buy’ an extra four weeks leave is one of the most effective ways for executives to encourage workers to actively adopt flexible working options. (See Chapters 9 and 10 for more on this topic.)

				Recognising Responsibilities and Limits

				The culture of working long hours at the office and putting in extra time in order to be noticed by the powers that be can play havoc with your personal life. Being ambitious and striving for success in your career is perfectly fine, but protecting yourself and refreshing your energy and talents is vitally important too. 

				Employees who are promoted to their first managerial level position only to discover that they’re too burnt out to work effectively are of no use to anyone. These tips can help you remain career-minded at work but also have a better personal life balance as well.

				[image: REMEMBER.eps][image: check.png] Decrease your distractions: A recent US survey found that the average full-time worker loses about two hours a day to office distractions, such as informal queries and meetings with colleagues, telephone calls and being bogged down reading inessential emails. To reduce interruptions, place a sign on your door or desk that says you’re busy and why you’re busy. Saying why gives people a reason and they can then respect it. Other ways to reduce interruptions include booking a specific time in your day to meet up with colleagues to discuss queries and projects.

				[image: check.png]Select certain times during the day to check all your messages at once. Instead of letting your email, palm device or mobile phone SMS interrupt you all day, book a specific time in the morning and once in the afternoon to check, read and respond to all important messages. Also, turn off any beeping sounds or envelope pop-ups that can tempt you to stop the work you’re doing to read what’s been sent to you.

				[image: check.png] Don’t come in crook: You’re not doing yourself — or your colleagues — any favours by dragging your sick carcass into the office when you should be seeing a doctor or staying at home in bed. Instead, avoid the temptation to stay in the office after hours and the risk of spreading your illness to everyone else in your department. Taking time off to recover means that you regain your productivity and interest more quickly than remaining in the office and producing no or low-quality work for longer time periods.

				[image: check.png]If you feel ill late in the day — and leaving early is an impossibility — try to handle tasks that don’t take too much mental or physical energy, such as updating your diary, responding to brief emails, or tidying your desk space. You should also update your work list so that your boss or colleagues can see what you’re up to and what needs to be done if you end up on sick leave the following day.

				[image: check.png]Eliminate inessential work: List your projects and ongoing responsibilities by importance in your diary and work schedule and estimate how long you expect each to take. You can also identify the low-value and unnecessary tasks and remove them from your list of responsibilities. 

				[image: check.png]Combining several reports into one can cut time too. Ask your colleagues whether particular emails or memos are still required or whether there are more effective ways of communicating. Put it this way: You won’t know what you’re ‘allowed’ to get rid of unless you ask.

				[image: check.png] Know your peak periods: Many professionals are more productive at certain times of the day than others. Recognising just when you work at your best is easy. I’m a morning person and schedule my more challenging writing tasks (including writing this book) before lunch. I do the less cerebral tasks, such as returning calls and emails and filing, after 2 pm when my energy begins to wane. My colleague, Sigrid, on the other hand, tends to fire up in the afternoons and gets her best research work done in the early evenings. 

				[image: check.png] Record your hours: If you’re an early bird who tends to start and leave earlier than your work mates, you may want to — every now and then — send an email to your manager or a colleague shortly after arriving at your desk. Sending this email can be a subtle way of showing that you’re working your full eight hours, especially if you’re worried that the boss ‘walks the floor’ at 5.30 pm.

				[image: check.png]If your workplace doesn’t have a flexible-hours policy, consider holding a meeting with your boss to discuss implementing one. Such a policy lays to rest any concerns that early starters or late finishers have about being ‘seen’ to be doing their fair share of the workload. These policies can also be used to determine staff availability for meetings, future projects and implementing a time-in-lieu scheme for motivation and recuperation. (Chapters 8 and 9 provide details on what flexible working arrangements are commonly used and how to implement them in your workplace.)

				[image: check.png] Set deadlines: Use your online or paper diary to block out chunks of time. These time periods can range from 15 minutes to two hours and you use them to complete key work projects and duties. This plan ensures that your work day is not eaten up with informal meetings or interruptions. People who use this approach to plan their working times have found it a successful way of completing work within a strict time frame. 

				[image: check.png]One way to do this is to tell the boss or client that you can deliver project X by a certain time, which forces you to stick to the deadline and makes sure you book time in to complete the job. (See Chapter 6 for more details on how to use your time more effectively.)

				[image: check.png] Transform your travel time: Technology’s wide reach isn’t all bad news. Mobile phones, wireless laptops and palm devices mean you can check and respond to emails while on the train into work (or you can read a good book, play a computer game or listen to a relaxing CD on your headphones to refresh your mind and be ready for work). The catch is to make sure that when you work on the go you only deal with non-critical issues, such as checking your daily schedule, responding to brief emails or catching up on team reports. If you drive, you can listen to podcasts via your iPod or car MP3 player or make hands-free phone calls.

								Work/life balance for the future

									The Australian Government’s Human Rights and Equal Opportunity Commission (HREOC) is looking at the importance of Australians being able to balance paid work and family responsibilities. In 2007, HREOC issued a report called ‘It’s About Time: Women, Men, Work and Family’ to help ensure a healthy and skilled workforce in the future. 

									HREOC is calling for all companies, employers and managers to provide support for men and women with family and carer responsibilities and to set up family-friendly workplaces. HREOC believes that employers need to provide support for their workers to access appropriate childhood education and care. The HREOC recommendations include

										Calling on the federal and state governments to develop strategies to improve recruitment, training and retention of employees with care responsibilities for elderly relatives, people with disabilities or from culturally diverse backgrounds.

										Conducting regular surveys by the Australian Bureau of Statistics (ABS) on National Time Use, comparing males and females and paid and unpaid work.

										Developing a program managed by the Australian Government to help employers increase the number of senior- and high-level positions that are available part time.

										Encouraging the Australian Government to introduce a ‘Family Responsibilities and Carer’s Rights Act’ to provide protection from discrimination for employees with family and care responsibilities and a right to request flexible work arrangements. HREOC is also requesting a corresponding duty for employers to reasonably consider these requests.

										Increasing personal/carer’s leave from 10 days to 20 days, with 10 days non ­cumulative.

										Introducing new national work and family awards categories to include recognition of employers’ father-friendly policies and carer-friendly workplaces as examples of best practice in the workforce for fathers and carers.

										Providing financial incentives to primary and secondary schools to introduce outside of school hours activities and care between 8 am and 6 pm.

										Providing national, government-funded paid maternity leave of 14 weeks and paid paternity leave of 2 weeks following the birth of a child.

								

				Checking whether your long hours are healthy

				Some of you reading this book may be feeling frustrated. You work long hours because you own a small business that needs all of your energy and time. And you love what you do. I can hear you saying: ‘What’s wrong with that?’

				The answer is nothing, albeit with a caveat or two. If you find yourself in the working-long-hours trap, but feel energised and enthused about your work, you can still ask yourself the following questions:

				[image: check.png] Am I healthy in body and in mind?

				[image: check.png] Do I attentively listen to the needs and goals of my partner?

				[image: check.png] Do I ‘do my share’ in the partnership?

				[image: check.png] Do I have the support of my partner and family?

				[image: check.png] Do I make enough time to spend with my family?

				[image: check.png] Do I sleep well and wake up refreshed or dreading the new day?

				[image: check.png] Is my partner doing the majority of housework and child care willingly or unwillingly?

				[image: check.png] Is ‘taking time out’ to be alone and not work part of my schedule?

				If your answers are positive, you’re one of the very rare few and you can put the book down now and go back to working. Most people find that answering all of these questions without at least some guilt or reservation is not possible. If your partner is supportive of you working long hours, is that because your partner believes the long hours are going to end soon and your work is going to slow down? Or is your partner resigned to you working 60-plus hours with no let-up?

				Are you eating breakfast from a vending machine and grabbing leftover biscuits from the boardroom for lunch and can’t remember the last time you did some exercise? Even workaholics who are successful in terms of career, status and money need to look after themselves. (Visit Chapters 3, 4 and 5 to find out ways you can have more ‘non-work’ health and balance in your life.)

				Working from home

				Working from home is an increasingly popular way of working that can provide greater opportunities for work/life balance. Working from home, or telecommuting, is work done either full time, part time or on an occasional basis by an employee who works outside the traditional office environment. Telecommuting also includes work done via the Internet when away from home due to work travel. Many overseas and Australian studies show that people are often more productive at home than in the office because they have fewer interruptions, no commuting time and the freedom to work when their energy levels are highest.

									[image: RealLifeStory.eps]
								When home needs to be a sanctuary

									Initially Natalie saw Craig’s silence at home as a sign that he was sick of her, or mad at her for some reason. ‘I’m the type of person who likes to come home and sort of “download” the events of my day onto Craig,’ Natalie said. It was only after Craig explained that he needed about 15 minutes of quiet time after a hard day that Natalie stopped taking it personally. ‘Now, if Craig gets home after me, I give him a chance to get changed and wind down a bit. He’s then in a better frame of mind to talk which has really worked for us,’ she said.

									Sometimes, however, Natalie just has to tell Craig something as soon as he walks in the door, or his daughter is bursting with news about something that happened at school. ‘I then ask my 8-year-old about her day and get to avoid talking and just listen,’ he says. ‘Focusing on my daughter reminds me that there’s more to life than work and that whatever was bugging me that day has stayed in the office after I’ve left for home.’

								

				Not all managers have embraced this still fairly new way of working, however. Employers have to plan how to measure work progress and effectiveness without resorting to counting the number of hours their workers show their faces at the office. This can be difficult because managers and employers still tend to evaluate employees on the number of hours worked, instead of the amount of work achieved. Managers also have to rethink how they run meetings, plan work schedules and share information. 

				Cutting down business travel

				In the 1980s and 1990s, business travel — like the work-funded laptop and mobile phone — was seen as a career status symbol. You were important if your company was prepared to send you interstate or overseas to represent their interests. These days, however, professionals are realising that business trips and being away from home is not so glamorous after all. 

				Talking yourself out by tea time

				Have you ever felt too tired to talk? Have you ever trudged home after a long day in the office spent on the phone, dealing with work mates, holding meetings with clients and responding to never-ending emails and found that by the time you’re home, the person you love most in the world just isn’t going to get any decent conversation from you? Even though your level of exhaustion is understandable, in the longer term such tiredness is going to damage your personal relationships.

				Although some workers have jobs that deal with unpleasant situations — for example, child abuse, drug dependency, crime and poverty — and understandably don’t want to discuss the day’s events with their partners or children over dinner, most people find that feeling ‘talked out’ is a call for a brief respite between the demands of the office and the demands at home.

				Remaining silent at home is a way of gaining a bit of ‘head space’ when there is no existing quiet room or spa sanctuary available. You may hope for a Pause button to press as you walk through the front door, but your lack of conversation can risk hurting your partner.

				Another good way to build a gap between work and home is by exercise. Not only does activity benefit your health but exercise is also a form of meditation or a way of getting your mind to focus on something other than work or home. Exercise can help you feel surprisingly refreshed and energised afterwards. Craig walks the 3 kilometres home from work each day. ‘I listen to music or just notice the lovely old houses in neighbouring suburbs and the gardens. It’s a nice half an hour to have time to myself.’ See Chapter 4 for more information on looking after your health and wellbeing through exercise.

									[image: RealLifeStory.eps]
								Replacing travel with technology

									Paul is a medical insurance consultant who finds the ‘convenience’ of interstate travel anything but. ‘You find more delayed flights than a couple of years ago, much more hassle with security, with parking and over-booking by airlines, which makes walking off the plane and straight into a scheduled meeting almost impossible. If the meeting’s on the other side of the country — and you’ve been up since 4 am — that’s very difficult.’

									Replacing travel with technology was Paul’s solution: ‘What’s the Internet, video con­ferencing, telephone and email for if not to save time and money on travel? If it’s crucial to meet an important client face to face, I can, but a­nything else I now do via speaker phone.’ 

									Paul became aware of the toll his business trips were taking on his family life not through his wife (who had given up by that stage) but through a financial consultant he was interviewing for a role in his company. ‘When I told the consultant he’d have to work interstate for about one-third of the job, he stood up, shook my hand, and left, saying “I can’t do that: I’m a father and you’re asking me to not be one for my child.” He got the job and reduced the job’s travel time by using email and teleconferencing very efficiently.’ 

								

								[image: RealLifeStory.eps]
								The Wise Workaholic

									Some people are truly energised in their work life. Wah Chin is a 39-year-old Singaporean-Australian scientist working in the medical research field. She is currently looking into how female hormones affect brain function as part of her research into how to slow the progress of Alzheimer’s disease. Wah Chin is fully aware of Australia’s ageing working population and the need to encourage workers to consider working in some capacity beyond 55 years. ‘But we need our minds to be as healthy as our bodies,’ she warns.

									Wah Chin has won several academic and research awards. She is internationally recognised for her work and regularly travels overseas to participate in medical and research conferences. ‘I love my job and don’t mind the long hours. Even if I won Lotto, I’d still do my work,’ she says. ‘Some people have non-work hobbies, such as gardening or sports, but my work is also my hobby. It’s my calling.’

									While Wah Chin concedes that she’s lucky to have found a career that genuinely makes a positive impact on human health and future medical directions, she is also aware of how important her own health is. If Wah Chin is sick, she stays home: ‘I can’t work as effectively as I would like. I don’t want to give my cold or illness to anyone else and recovery takes longer if I insist on pushing through it.’ She has a flexible working arrangement that allows her to work from home if she’s not well enough to go in to work. ‘If I get sick, I will definitely take a break. I cannot stand people who are sick and still come in to work — please don’t share your germs!’

									Despite the passion for her profession, Wah Chin realised that her workload was becoming unsustainable so she attended a multi-­project management course. ‘The most important thing I learned was that no-one can multi-task: no-one can do several things at once and ac­tually do them effectively, but you can do lots of tasks in one day.’ To achieve this, Wah Chin sets aside chunks of time to focus all of her energies on one specific project at a time. Even with her advanced organisational skills, Wah Chin is human and needs to find ways to zone out of work when she gets home. ‘I have a huge urn filled with goldfish that I like to sit and watch. They are graceful, silent and have a real calming effect on me.’

									Wah Chin says: ‘I also make sure that I give my full attention to my husband, Rob, for at least 15 minutes every evening after work, even though we never have dinner together on weekdays. I ask about his day and really pay attention to his replies and be supportive if he’s had a hard day.’ As a self-admitted workaholic, she does work at home in the evenings but makes sure to stop at least an hour before bedtime. ‘I’ll turn on the TV to get out of work mode and only when I feel sleepy — no matter what the hour — do I go to bed.’

								

			

		

	
		
			
				Part II

				Looking After Yourself First 

				
				[image: Part%20II.eps]
				 ‘I thought it might make you pay  more attention to me in bed.’

				Glenn Lumsden

				

					In this part . . .

					Eating sensibly, exercising regularly, sleeping well, finding relaxation time and revving up your love life helps give you more energy and time outside of work. Common sense? Maybe, but in times of stressful overwork, seeing the ‘sense’ among the deadlines, home chores and empty junk food containers can be difficult.

					Getting to know the true you means finding out what really motivates you at work and in your personal life. In this part, I show you how to make more time for your loved ones — and yourself — and how to set goals that achieve what you want.

			

		

	
		
			
				Chapter 3

				You Can’t Have It All and Nor Would You Want To

				In This Chapter

				[image: missing image file]	Facing up to your life instead of the advertiser’s image

				[image: missing image file]	Examining the super parent myth

				[image: missing image file]	Recognising and reducing stress

				[image: missing image file]	Thinking in different ways

				[image: missing image file]	Making family and friends your allies

				[image: missing image file]	Understanding depression

				Like most people, I want to live a satisfying and successful life that involves my family and friends, and provides me with a rewarding job that funds a comfortable lifestyle. I know that I’m not alone in this quest. Unfortunately, that simple ambition is often challenged by external forces that can make me feel like I’m not doing enough, don’t own enough and am not fast enough.

				In this chapter, I show you why images portrayed by advertisers and celebrities are only constructed to entice you to buy more than you may need and to feel incomplete when you don’t live up to the popular image. Many people are surprised to discover that trying to ‘have it all’ can result in stress, which can seriously damage their physical and mental health. This chapter helps you recognise the signs of stress and depression, and provides some quick ways to reduce stress and change the way you think and react to pressure.

				[image: REMEMBER.eps] Saying ‘no’ without guilt can be difficult. In this chapter, I also cover why setting boundaries enables you to realise the importance of having some time alone, as well as a good laugh and the support of your family and friends.

				Don’t Believe the Glossy Magazines

				‘I do not read advertisements — I would spend all my time wanting things.’

				— Frederick Donald Coggan, Archbishop of Canterbury. 

				In the 1970s and 1980s, even the very traditional women’s magazines were telling young readers that the future for their children was going to be better. Their children’s fathers would help more around the home, all families would have easy access to child-care services, and work and parenthood would be a choice for all. Adults from the padded-shoulders era and beyond could ‘have it all’ — if only they were able to ‘think smarter, not harder’, ‘master multi-tasking’, ‘put their best foot forward’, have a ‘hands-on approach’, be ‘yummy mummies’ and know how to ‘juggle competing priorities’ . . . arrghh!

				What those magazines didn’t tell their readers (and still don’t, most often) was how to juggle their commitments: How to genuinely feel as though their lives were under control — all aspects of their lives — and not feel exhausted, overwhelmed and under pressure to look successful.

				Selling an image to create a need

				Glossy magazines make money by selling an image or a lifestyle. Often the product on sale has nothing to do with you striving to achieve a work-life balance. Instead, what you’re more likely to find between the pages are poor-quality/low-nutrition instant meals, environmentally unsound ‘no scrub’ cleaning products, junk foods and brand names. What are advertised as time-saving devices that deliver instant cleanliness, tasty refreshments, sophistication — qualities the magazines claim are going to gain you the envy of your friends — are, quite honestly, stuff you don’t need. All these items are packaged and marketed so that you think you need it. But no visitors in my house have ever left in disgust because we didn’t have a  plug-in air freshener in every room. They came to enjoy our company. 

				Often, this advertising is targeted directly at women. Marketers the world over have known for years that women have the largest say in grocery and minor household purchasing decisions. Therefore, marketers portray women as smart and organised, coping with dumb husbands. Advertisements show, time and time again, clueless males who are unable to remember their kids’ schedules and yet are saluted as heroes when they walk in with takeaway food for the family and smile adoringly at their wives’ skills in sorting out the coloured washing from the white loads.

				Recognising the unreality of Hollywood

				A couple of years ago, celebrated English actor (and mother) Kate Winslet caused a stir when she angrily criticised a high-profile magazine for not only air-brushing her cover shot, but also digitally stretching her legs to make them appear longer and slimmer. Around the same time, I remember seeing an image of Madonna on a fashion cover and not being able to recognise her — the visual editing department had gone overboard in erasing any identifying feature, such as laugh lines or wrinkles. Even supermodel Cindy Crawford once said that she doesn’t look like Cindy Crawford before her photograph is enhanced, and many male actors have clearly had their eyes or jowls ‘done’ to appear more youthful.

				And yet fashion magazines, A-list stars and paparazzi photos continue to make many millions of dollars; people want whatever products the stars are using. This marketing technique is successful because it’s telling people that if they wear the same shade of lipstick as, say, Cate Blanchett, they’ll also become beautiful, successful and adored. (And if Tom Cruise is seen wearing the black-lens sunglasses, so should everyone else.)

				[image: REMEMBER.eps] You don’t need to give another second’s thought to wondering if your Hollywood idol has managed to combine his or her career with a happy love life, or whether your favourite supermodel is managing to maintain her work/life balance . . . you already know the answer — in reality, they probably aren’t. And if they can’t manage it with the aid of publicists, personal assistants, dietitians, personal trainers, nannies, bodyguards, limo drivers, housekeepers, gardeners and chefs, why should you feel guilty when you can’t?

								Advertising equals unreal expectations

									Standards set by advertising and m­arketing ideals can create guilt in people who feel they’re not as good as the people portrayed in the advertisements. Advertising increases the pressure on people to ‘perform’, be successful, be happy and have a lot of material p­ossessions. Work/life balance expert Barbara Pocock calls this the ‘advertising equals s­pending’ cycle. Spending means more work, and more work means less family time. Less family time leads to guilt, which leads to more spending in a never-ending cycle. (For more about Pocock’s work, refer to Chapter 1.)

								

				Having it all means doing it all . . .

				Having it all sounds like a lot of fun, doesn’t it? This is not necessarily the case.

				Admittedly I have found myself returning home from work, running a bath for my daughter, defrosting some chicken, feeding the dog, and putting on a load of washing while shuffling through the junk mail. My husband has picked up our child from after-school care, put out the rubbish, started peeling the vegetables for dinner, paid some bills online and is busy planning the next stages of our home renovation and keeping an ear out for our daughter’s guitar practice.

				During dinner, we scoff down our meals, make brief conversation before our daughter gets into her pyjamas, cleans her teeth, plays with the dog and packs her school bag for the morning. I wipe down the kitchen, load the dishwasher, make the school lunch, hang out another load of washing and water the pot plants. My husband waters the front garden (by hand), answers some work emails, reads the next chapter of Harry Potter to Carly in bed and returns some phone calls. 

				By 9.30 pm, we both slump on the sofa, too tired to speak and wonder just when we can find the time to remove the green mushrooms growing on the mould in our bathroom before getting up at 6 am for exercise, breakfast, commuting, school and work, and doing it all over again. This is how much fun ‘having it all’ feels like.

				Does this sound too frighteningly familiar to you? I know that I’m not alone in living a life like the above scenario. You too probably feel as though you’re constantly on the move — mentally and physically — as you toil with the conflicting demands of your job, child-care arrangements, housework, finances, phone calls and wonder just where your so-called ‘free time’ has run off to.

				Super Parent, Super Myth, Super Sham

				The one thing I’d like to make clear right now is that Super Women, Super Dads and Super Mums are the same thing. Whether you’re working full time, part time or you’re caring for children any time doesn’t matter. All of these scenarios involve hard work and precision planning and can leave you exhausted at the end of the day, wondering just when life is going to be easier.

				What may be holding your lifestyle back is that despite wanting to find the answer to your work/life balance, just like everyone else, you may instead be wasting time and energy in judging others and yourself, instead of supporting other people around you. Thirty years on from hard-won freedoms of planned parenthood, equal pay and anti-discrimination legislation, many people are still creating more road blocks for themselves.

				Stay-at-home mothers feel that working mothers hate them for being docile, boring, unfulfilled and unchallenged. Working mothers feel as though they’re blamed for selfishly choosing work over play time, money for love and fret when they drop their kids off at child care. Stay-at-home fathers still feel as though they have to answer that ‘Oh that’s nice, but what else do you do?’ question, yet for men, the self blame doesn’t end there.

				[image: WorldWideWeb.eps] Today’s working fathers believe that being an involved parent and being accessible to their children are the most important aspects of their role as well as and the impact that they have on their children’s wellbeing. Yet, a recent study reports that 58 per cent of fathers don’t believe they spend enough time with their children, and consider that the major barrier to this is their obligation to work — especially if they’re the main breadwinner.

				This study is one of many conducted by the Australian Institute of Family Affairs, which offers information and articles about family relationships, children and child-care issues. You can access the institute’s quarterly journal, Family Matters, at www.aifs.gov.au. 

				[image: REMEMBER.eps] Many studies show that quality and not quantity of time spent with children is what is most important. Children don’t always want you ‘hanging around’ them after school, but when you do get home they want to be able to talk to you and get your undivided attention. Reading stories at bedtime is a classically effective way to get important one-on-one time together without it being too mentally or physically draining at the end of the day.

				Dealing with Stress

				Today’s ever-increasing working demands — and hours — mean that you may be continually fighting for time. This struggle to fit in family life and personal commitments around work agendas is creating high levels of stress for many Australians and their households.

				Fight or flight response

				All stress — good and bad — originates from the fight or flight response built into all animals. Yes, this includes you. Animals react to threat via their central nervous system that immediately gets them ready to fight or flee. Cortisol, adrenaline and other hormones are produced, which speed up your heart rate, slow digestion and move blood flow to major muscles in order to give your body a big burst of strength.

				This response is also applicable to more dramatic or the most untimely situations you may face, such as narrowly avoiding a road accident, catching a dropped vase or coping during a particularly stressful period at work. When the threat is gone (for example, the car has driven off, you have the vase in your hand, or you handed in the final report on time), your body reverts back to its normal rested state. Your breathing returns to normal, your heart stops pounding out of control and your muscles relax.

				Recognising good stress from bad stress

				Although ‘fight or flight’ stress affects you physically, it can be in a good way. Good stress is sometimes known as eustress (from the ancient Greek ‘eu’ meaning good). Eustress can help you work to a deadline and achieve things due to the adrenaline rush, urgency and thrill of it all. Common examples of this include winning a competition, successfully meeting a challenging deadline, earning a promotion, getting married, being pleasantly surprised, buying a house, going on a much-anticipated holiday or just a spine-tingling roller-coaster ride.

				The stress you may experience most often is the negative type that can affect you physically, emotionally and psychologically. In your everyday, modern life, you rarely have to decide to stay and defend yourself from an angry mammoth or run from a lion, yet your body still reacts to stressors in the same physical ways.

				If the stress causing the heightened physical response does not go away, your body remains on ‘red alert’, which takes a toll on your health and your mind. Physically, you may notice these effects:

				[image: check.png] Churning stomach or ‘butterflies’

				[image: check.png] Diarrhoea or constipation

				[image: check.png] Loss of sexual desire and/or arousal

				[image: check.png] Neck aches, back aches and head aches

				[image: check.png] Poor sleep patterns

				[image: check.png] Sweating, or dry mouth

				Changing the Way You Think 

				You don’t have to be forced into feeling like a failure just because you don’t fit the advertisers’ Super Dad or Super Mum prototypes. The following sections show you ways to forget the unrealities of glossy advertising, Hollywood hype and being a ‘super’ anything, and help you turn negative phrases into positive ones. Remember that it takes 30 days for a new method to become a habit, so you may need to read some of these lists out loud to yourself every day for a month to help change the way you think and act.

									[image: TIP.eps]
								Ways that dads can connect with their children

									Often, fathers come home from stressful jobs and find it difficult to ‘wind down’ and enjoy time with their children, who are relaxed and ready to play. However, most fathers know that spending time with their children, however brief, can influence a child’s emotional development and ability to interact with others. Here are some ways that dads can ensure some quality time with their kids:

									Converse: Don’t rely on your partner to pass on messages to your child. Your child is interested in you, not facts about you via someone else. Even just a few minutes of conversation with you (in person or via the telephone) means more to your children than any information their mother relays from you.

									Create pictures: If you go away for work (whether it be regularly or suddenly), purchase two digital cameras — one for you and one for your child. While you’re away, take pictures that show where you are and what you’re doing and have your child do the same. When you get home, make time to share your photos with each other. If you have to go away for longer periods, set up a free online account where you and your child can post images to each other for quick updates. These online albums can give you and your child a visual update to look forward to when you’re travelling.

									Eat out: If arriving home in time for dinner is an impossible task, invite your child out to breakfast on the weekends. Take your child out — on his or her own — to your local cafe and enjoy the experience of each choosing your own breakfast on the menu (you can still choose and encourage a healthy breakfast). By giving him or her your undivided attention away from home, your child feels important. Opening up and sharing conversation and thought with you doesn’t take long. If you have more than one child, rotate weekends. 

								

									[image: RealLifeStory.eps]
								The happy meal

									David and Sonia insist on having dinner together with their two sons every night, during which time each person must list these three things about their day:

										What was the best thing about your day?

										What was the worst thing about your day?

										What was the funniest thing that h­appened today?

									Going through this list can take less than five minutes, but this family routine has become an experience they enjoy. David remarked that it was a unique way of finding out just what interested his 6- and 4-year-old sons and that their answers were a combination of being extremely revealing, very funny and endearing.

								

				Accepting the truth behind your front door

				Forget Hollywood. Look at what your home is really like and try to accept the following:

				[image: check.png] Home is for you and your family. Everyone has the tendency to be overly critical of themselves, their skills and their homes. Housework perfectly portrays these unfounded criticisms. Is your home happy, safe and comfortable? Sitcom mothers-in-law are portrayed as evil witches running their fingers down stair banisters in search of dust, but today’s mother-in-law is more likely to be looking after grandchildren to give you a night off and wondering just how she’s going to fit in her power walk with her part-time job and Meals-on-Wheels roster. 

				[image: check.png] Honesty works. The best and most rewarding friendships — old and new — have been made when one party admits that she feels terrible; is not coping; or would love to sit down, have a good cry, eat bad food and smash the phone. Honesty opens doors to other people’s experiences that you can learn from and everyone loves hearing that they’re not the only one who feels the way they do. This goes for men too, many of whom may still be a work-in-progress when it comes down to sharing confidences with someone other than their wives.

				[image: check.png] Nobody has it all. Stop admiring people who have it all. They don’t — not even the rich, the famous or the super intelligent.

				[image: check.png] Nobody cares about your floors. At no stage in your lifetime are you going to be forced to suck spaghetti off your floor. However, despite what advertisers say, your floor does not have to have every single microbe known to mankind eliminated from it. Ironically, scientists are now finding that the homes of today are too clean, which contributes to increased rates of asthma and allergies because people’s bodies can no longer properly fight off germs. Remember too that no-one notices the mess but you. When was the last time you tut-tutted at the dust under your friend’s sofa, or wondered how often her shower screen was scrubbed?

				[image: check.png] Work/life balance isn’t a competition you have to win. Despite what the media tell you, you don’t have to do it all, nor have it all. No-one does and no-one can, not even the very rich and famous — look at the gossip mags if you think this statement is incorrect. Instead of focusing on the next pay rise, the gorgeous mother at school drop-off or your next car, think about what you can do to help the community — simple stuff like donating clothes for a car boot sale or taking home school library books to cover while you’re watching TV.

				Rejecting perfection

				Hand in hand with being able to ‘have it all’ is the image of perfection. Or, more precisely, how you believe that other people have achieved the pinnacle of success and that you need to work harder to stop ‘failing’, to keep up or do better. Perfection is unachievable, lonely and exhausting, and you’re much better off realising what you’re already doing well. Besides, what is defined as success by some could be someone else’s own worst nightmare.

								You don’t have to enjoy playing with your kids

									I remember a couple of years ago reading an article by Judith Warner called ‘Mommy Madness’ in Newsweek, describing how she discovered, after interviewing more than 900 women in Texas, that they found taking care of their kids about as much fun as cleaning, slightly less pleasurable than cooking and much less enjoyable than watching TV.

									This was a real relief to me: I love my child, but two minutes of playing tea sets and my brain is ready to melt. I’m not 7 years old and I don’t want to play like one. My friends agree with me. However, what you may like doing with your kids is having conversations with them, watching their weekly sports lessons, reading them stories and having them as your companion when you’re out and about on the weekends. My daughter wrote in a recent card to me: ‘I like doing things with you that help our family.’ 

								

				Here are some good reasons why forgetting about being perfect is a good idea:

				[image: check.png] Achieving perfection is impossible. Look up the word perfection in the dictionary and you’ll find descriptors such as ‘the state or quality of being or becoming perfect’, ‘the highest degree of proficiency, skill or excellence’, ‘a perfect embodiment of something’ or ‘a quality or feature of the highest degree’. But in seeking perfection, you miss out on experiences with your family and friends because you’re too busy, too tired or too cranky from your efforts. Even at less extreme levels, many people are so often focused on crossing things off their ‘to do’ lists that they forget to look up, see what’s important to them and just appreciate life. Just ‘be’.

				[image: check.png] Being perfect is un-fun. How can being perfect be ‘fun’? Do the perfect parents on TV ads going into ecstasies over new SUVs and stain removers look like they’d be fun to spend time with? In contrast, laughing at your mistakes and life’s minor hiccups along the way can be a lot of fun. So your young son is putting his shoes on the wrong feet and is now late for the bus and you’re a tad late for work? Instead of getting upset, help your son to learn to giggle at the small stuff.

				[image: check.png] Striving for perfection is a very lonely experience. Often it’s only you who’s seeking perfection and wearing yourself out trying to achieve it. No-one else around you notices or cares about the impending restructure at work, the unfolded T-shirts or the never-ending lists. You’re never going to win the battle for the perfectly run home — not unless you freeze-frame your family and clean up around them, which in itself would be a rather futile and lonely success, wouldn’t it?

				[image: check.png] Trade in the quest for perfection and you can still be a ‘winner’. Just do the best you can. Even world-class athletes who don’t win a race but beat their ‘personal best’ are always thrilled with the result because it’s the best they’ve ever done. The same goes for a relatively happy family with a drawer full of clean underwear.

				[image: RealLifeStory.eps]
								A glass of sherry and a dust-up

									Maryanne’s mother has a very dear old friend who is 90 years old. She has long since learned not to care about what other people think.

									In fact, instead of cleaning the house from top to toe before visitors arrive, she sits back and says, ‘No-one notices the dust after a glass of sherry.’

								

				Stepping out of the superhero suit

				There’s no need for you or your partner to slave at being a super anything in your hectic life, so give the whole idea the brush-off. You can do this by:

				[image: check.png] Agreeing to disagree. You don’t always have to agree, but taking three deep, long and slow breaths calms you down to enable you to think of a better way to phrase things, that’s more preferable to using judgemental statements, such as ‘How come you never’ or ‘I can’t ever rely on you for anything’, which only increase anger and lack of understanding on both sides. Acknowledge the good things your partner does — they may seem minor (for example, she picks me up from work on Wednesdays; he goes to the corner shop for the paper and milk) but everyone wants their good deeds to be noticed. This positive approach also allows your partner to become more willing to let you know what he or she appreciates about you, too.

				[image: check.png] Ending the ‘who’s the most tired’ argument. Everyone’s tired! It’s vital to stop keeping score with your partner or loved ones on this point, because this only increases the stored resentments and makes you  (or them) say things that you regret later.

				[image: check.png] Refraining from over-stimulating your children to ease guilt about time constraints. My nanna considered ‘I’m bored’ as the two most offensive words in the English language. By all means involve your children in selecting two extra-curricular activities to do per week, but no more. Children need time to rest, be with their families, read, reflect and use their own imaginations. Feel proud to answer those two awful words with, ‘Well, go and find something to do.’ You don’t have to be their full-time Entertainment Coordinator.

				[image: check.png] Supporting each other. Think of this in terms of being each other’s understudy. Find out how to start the mower, file the accounts in the filing cabinet, acquaint yourself with the fuse box or cook triple the amount of your delicious bolognese sauce to freeze later. These are the tasks that most people only notice when they’re not done.

				[image: check.png] Talking and working together. Acknowledge the work that your partner does by saying something like, ‘I’m dealing with a lot at work and/or home right now and it would really help me if you could . . .’  A considered approach is more successful than trying to nag, blame or shame your partner into doing something that he or she is then going to feel resentful about and throw back at you later: ‘What about the time when you made me . . .’ 

				Turning ‘I can’t do’ into positive self-talk

				Change your self-defeating internal thoughts to constructive ones. Table 3-1 lists a few classics that may be familiar to you. The trick is to replace the negative self-defeating thought with positive thinking. Go on, give it a try: Take a few breaths, think, and then rephrase your automatic thought. Before long, you’re going to discover that you’re smiling. 

				
					
						
								
								Table 3-1	Replacing Negative Thoughts

							
						

						
								
								Self-Defeating Thought

							
								
								Analyst’s Couch

							
								
								Constructive Thinking

							
						

						
								
								‘They think I’m nowhere near as good as . . .’

							
								
								Is that right? You’re a mind-reader, are you? This is a negative thought that automatically springs into your head and, like any good habit, it will take some practice to stop.

							
								
								‘No-one is perfect and if I’m worried, I’ll go and ask my colleagues how they think I’m going at work.’

							
						

						
								
								‘Things never work out for  me . . .’

							
								
								What, never? How have you survived this far? Who got you educated, dressed properly, who got you your job, your family? Your self-defeating thought is called catastrophising, or thinking that everything in life that occurs to you is, well, a complete catastrophe. Your rational mind knows that this isn’t true, but this ‘I never . . .’ thought is a regular visitor.

							
								
								‘This is something different for me. I may as well give it a try. I haven’t got anything to lose if it goes wrong.’

							
						

						
								
								‘I’m hopeless  at this . . .’

							
								
								Where is the panel of judges that gave you zero out of ten? Who are you comparing yourself to — someone real, someone enormously talented or someone airbrushed in a magazine? Are you mistaking this automatic thinking for fact instead of feeling?

							
								
								‘I’ll give this a try. There’s no law that says I must be brilliant at everything.’

							
						

						
								
								‘No-one really likes me . . .’

							
								
								You haven’t met everyone in the world yet and this is your preconception working against you instead of letting your actions speak for themselves.

							
								
								‘I don’t have to have everyone’s approval all of the time. I’m happy with myself and can see that I’m doing my best.’

							
						

					
				

				[image: REMEMBER.eps] Hoping that everyone likes you all of the time is just not possible. As Eleanor Roosevelt once said, ‘No-one can make you feel inferior without your consent.’

				Erasing all negative thinking can be a very difficult task and one that is impossible if signs of clinical depression (when dark or negative thoughts linger for more than two weeks and physical symptoms such as insomnia, lack of appetite occur) are evident. If you feel that your negative feelings have been with you for too long, read the section on depression at the end of this chapter.

				Setting boundaries and saying ‘No’

				For one of the smallest words in the English language, knowing how to say ‘No’ is one of the hardest things to do. From an early age, many people are trained to say ‘Yes’ in order to please, to be polite and to be seen as friendly. 

									[image: TIP.eps]
								How to say ‘No’ and mean it

									Saying ‘No’ to anyone other than a child is often one of the most difficult words to utter in everyday work, social and home life. The many reasons people say ‘Yes’ instead of ’No’ can be due to guilt, feeling backed into a corner and unable to think of a good enough reason to refuse or through not wanting to be the bad guy. Learning to say ‘No’ can be one of the biggest steps you take because it can reduce stress levels and give you time for things that are more important. 

									Here are some pointers to help get you started:

										Be firm (not defensive or overly apologetic) and polite. This gives the signal that you are sympathetic but will not easily change your mind if pressured. 

										If asked for an explanation, remember that you really don’t owe anyone one. ‘I can’t fit it into my working hours/diary/schedule’ is a fair answer.

										If you decide to tell the person you’ll get back to them, sound very matter-of-fact, and not too promising. 

										If your boss makes a request that looks difficult to fit in, respond with ‘I’ll show you my schedule and we can decide what other task needs to be dropped in its place.’

										Remember that there are only so many hours in the day. Whatever you choose to take on reduces your ability to do other things. Even if you can squeeze something else into your work day, if it’s not more important than the things you would have to give up to do it (including going home at a decent time and relaxing), then the answer is still ‘No’: You don’t have time and can’t do it.

								

				Having Family and Friends on Your Side

				Often, the simple act of trying to carve out some time just for yourself can seem impossible, almost selfish. But remember, you’re not being selfish: You need time for yourself, you deserve your own space and you must stop allowing others preventing you from attaining some time for yourself. And don’t forget the importance of a good laugh — a hearty laugh makes life seem so much easier.

				Your family and friends (and colleagues) enjoy your company, like you and identify with you more if you’re prepared to admit your shortcomings, talk about them and have a laugh. But that’s not all. Your family and friends, and again colleagues, can be your allies as you seek out ways to achieve your work/life balance. To ensure their support, here’s the best approach:

				[image: check.png] Explain that you’re working towards making changes. Tell them you’re planning to make some positive changes to your life. This expression of what you’re doing allows them to see that you’re not being irritable or unhelpful. You’re concerned about your work/life balance and need their understanding and support to help you make some genuine changes. 

				[image: check.png] Relate your plan. Tell them about the changes you’re planning to make, what and how much you intend to take on, what you put in your diary, what time you finish work and so on.

				[image: check.png] Seek help. Tell your family, friends and colleagues what you expect from them in order to help you and keep you on track. 

				[image: check.png] Show appreciation. Don’t forget to thank them for listening and appreciating that you are serious about making changes that will improve your health, mood, work life and the time you spend with them. 

				Giving guilt the heave-ho

				Guilt tends to be a never-ending cycle for most people. You feel guilty when you work; you feel guilty when you stay at home; you feel guilty if you’re not busy all the time and you feel guilty when you’re relaxing and trying to do nothing. Achieving your work/life balance is much easier if you can let go of guilt.

									[image: TIP.eps]
								Simple steps to overcome guilt

									Ask yourself some honest questions about guilt:

										Am I responsible for the problem?

										Am I taking on someone else’s responsi­bility?

										Am I trying to stop someone else from feeling guilty, or stressed or uncomfortable?

										Can someone else help me?

										Does this problem have more than one solution?

										How much does my guilt help the problem? 

										How much guilt do I feel about this ­problem? 

										What am I doing to make this problem worse for myself? 

										What problem is really troubling me? 

										What would my problem feel like if I had no more guilt?

								

				When you give in to guilt, you make yourself feel as though you don’t deserve much, and you can waste a lot of needless time and mental energy worrying about what you did versus what you think you should have done. Because you want to do the very best at work, for your partner and your children, you may feel that you’re doing something wrong to think of yourself first.

				On the plus side, guilt can motivate you to change for the better. When you constantly feel guilty and hate the additional stress it causes, you can use it as a benchmark to measure what needs to be changed in your life.

				Treating yourself to time-out

				Even with loved ones on your side willing to help you make positive changes to achieve your work/life balance, every person needs some time on his or her own. For some people this may only be some time out for privacy in the bathroom; others may need chunks of days or hours. Whatever the amount you need, it’s vital that you plan and schedule the time you need — so that you actually get to enjoy it. 

				[image: REMEMBER.eps] Time-out is not a punishment, nor is lying in bed with a stomach ache or migraine considered a rest. Time-out is time devoted solely to you, to do whatever you like in whatever manner you choose. This should be respected by your family, colleagues and friends — especially if it’s a regular, scheduled event. 

				Knowing how much time you need

				Think about it: Time-out gives you time to think. Planning the type of time-out you need is an important decision because you want to make the most of it. Here are some suggestions to help you know your time-out preferences:

				[image: check.png] Away time-out: Away from your usual work and home space to rest, think and play. Plan this space with enough time to consider your partner, kids, work commitments and finances. For example, my friend Paula, a full-time accountant with two children, books herself into a five-star hotel for a weekend of pampering once a year. Dave, another friend, is locked into a work schedule and his finances don’t stretch that far, so he picks up his son from school three afternoons a week so that he can go surfing on Saturday mornings.

				[image: check.png] Creative time-out: Time to think and to feel free to come up with and explore ideas yourself. This could be two minutes away from your desk, a five-minute walk, a nap or having the house to yourself for a couple of hours.

				[image: check.png] Fun time-out: Time for whatever you like! A gym workout between the end of work and the trip home, a movie, an afternoon of fishing. Make time in your diary as you would for any other event, because this time is just as important.

				[image: check.png] Quiet time-out: Away from noise, distractions and the telephone to think, rest, relax and recharge. No radio, television, computer or mobile phone — just you.

				[image: check.png] Working time-out: Taking five minutes per hour to look up from your computer, stand up and stretch your arms, shoulders, head and neck muscles, walk around the office or take the stairs instead of the lift.

								Learning to laugh

									Laughter and humour actually benefit your health and reduce stress. The sad fact is that many adults laugh on average only 15 times a day, whereas children laugh up to 400 times a day. For more about the beneficial effects of humour, see the Web site www.selfgrowth.com. Another interesting fact to note is that when people list the qualities they look for in a partner, a sense of humour is always near the top. 

								

				Laughing your way to happiness

				If you think you’re too insignificant to make any changes in your  non-glamorous life, remember how painful it is when a tiny stone gets caught in your shoe. That’s one of my own analogies and it’s meant to show that even a small step — such as forcing a smile — can actually make you feel better.

				Amazingly, even fake laughter results in a similar physical stress-release response by your body. As many experts from many different fields say, ‘Fake it until you make it.’ Try stretching your lips across your face — this is commonly known as a smile. Any customer service trainer can tell you that if you answer the phone with a smile it can be ‘heard’ in your voice. As with fake laughter, try smiling even if you don’t feel like it. You’ll feel some tension release immediately. When people are laughing together, they feel more positive towards each other and more positive about themselves. Like breathing exercises and small five-minute ‘time out’ sessions, having a good laugh brings fantastic short-term physical changes:

				[image: check.png] Easing muscle tension and stomach aches 

				[image: check.png] Increasing the immune system

				[image: check.png] Lowering stress hormone levels, heart rate and blood pressure

				[image: check.png] Stimulating the heart and lungs, also known as an ‘internal workout’ 

									[image: RealLifeStory.eps]
								You’ve just gotta laugh . . .

									Humour can also be used by you to get a message across in a subtle way or to change the mood. In just one day, Jan discovered that one son had been hospitalised; the other had broken up with his partner and mother of his child; her ex-husband had recently remarried; she had just been made redundant and realised that she didn’t have enough money in her purse for the tram ride home. 

									‘As I stood there by the side of the road, I thought that things had really hit rock bottom in my life when — splat! — a bird dropping landed right on top of my head. I felt like I was a clown in a bad movie plot and I just stood there, laughing and laughing. It felt so wonderful to be able to find the funny side in what was the worst time of my life. It still makes me smile now and that day was ten years ago.’

								

				[image: TIP.eps] Laughs are all around us, just waiting for someone to notice them and invite them in. Easy tips for finding humour in life include:

				[image: check.png] Do something unusual every day. Simple stuff, such as reversing a phrase during a meeting (‘I mean that from the heart of my bottom’) wearing a T-shirt with a witty (not obscene) phrase on it, or taking turns with your house mate, child or partner to place a useless object (our family uses a life-sized, fake eyeball) in a hiding spot for the other people to find. (Carly, our daughter, last found the eyeball in her lunchbox under her cheese sandwich.)

				[image: check.png] Find something simple like a favourite cartoon and hang it on the back of your loo door, in your office or put it in your wallet.

				[image: check.png] Find the funny side of your situation. 

				[image: check.png] Have fun — finding it, appreciating it and realising how important it is for your health and wellbeing. Remember how good it felt to go on the swing? To throw basketballs in the hoop? That’s it — now you have the idea!

				[image: check.png] Seek out the funny people in your life — listen to their stories and laugh with them. Don’t interrupt them with an anecdote of your own; just listen, relax and enjoy.

				[image: check.png] Surf the TV channels until you find a good sitcom or best-of-comedy-festivals’ show. Sitting on the sofa laughing until coffee spurts out of your nose is brilliant and free, and is also something you can do with your partner — who doesn’t want to have a big chuckle with their other half?

				[image: check.png] Take a closer look at your children, mates and pets — such as the best of the funny-home-video programs on television and online. When you take a moment to sit back and observe them they’re fantastic sources of humour. Seeing my dog standing up on her hind legs to delicately pick and eat the ripe grapes from our lone vine in the garden is very amusing to witness.

				[image: WorldWideWeb.eps][image: check.png] Try the World Wide Web because there’s a constant source of wicked humour, topical humour, classic humour and creative humour. Web sites, such as www.youtube.com, www.neatorama.com and thousands of ‘joke of the day’ sites, provide so many options for you to choose from. It never ceases to amaze me what such clever people are out there creating such wonderful material.

				[image: check.png] Write or find the humour in you — everyone has a funny incident, thought or experience. Write it down or tell someone. It’s so much more fun to laugh with someone else and see how they appreciate your quirky view. Sometimes a mere raise of the eyebrow or grimace timed at the right moment can crack everyone up and diffuse tension or show them that you empathise with their situation.

				Recognising the Signs of Depression

				There may be times and circumstances when, despite all efforts to make positive changes to improve your work/life balance, things still feel lousy and out of your control. Everyone has a rough day every now and then, but when these feelings don’t go away after a couple of weeks and begin to interfere with your ability to work properly, feel pleasure at home and affect your sleep or appetite, it’s time to examine things more closely.

				This book is not intended to replace the education and skills your doctor or psychologist can provide, but I can give you some important questions to ask yourself — and anyone close to you — who may be suffering from depression:

				[image: check.png] Have you been feeling sad, miserable or hopeless most of the time?

				[image: check.png] Are you feeling overwhelmed, worthless and guilty without being able to pinpoint a specific reason?

				[image: check.png] Are you having problems sleeping, or sleeping too much?

				[image: check.png] Are you increasing your use of alcohol and other (legal and illegal) drugs?

				[image: check.png] Do you feel tired and lacking in energy all the time?

				[image: check.png] Do you want to avoid socialising or seeing people and feel very fragile?

				[image: check.png] Has your appetite disappeared or increased?

				[image: check.png] Have you been having thoughts about death, self-harm or ‘getting out of everyone’s way’?

				[image: check.png] Have you lost interest in doing the things you usually enjoy doing?

				[image: check.png]	Is it difficult to finish routine tasks at work, home or school?

				[image: check.png] Is your physical health suffering — churning stomach, neck aches and bowel disturbances?

				If you have ticked or nodded to half of these or more, you may have a depressive illness and should contact your doctor immediately. Ignoring depression and hoping it goes away doesn’t work. In fact, your depression is likely to get worse. 

				Understanding how depression works

				Despite increased public awareness campaigns about depression and the fact that many studies indicate that at least one in five Australians are likely to suffer from the illness at least once in their lives, the condition is still not something people want to yell out from the rooftops or announce to strangers at dinner parties. 

				However, one thing is worth realising: Depression is a serious illness that is the result of chemical imbalances in the brain. You would readily seek medical help for a kidney infection, and treating your mind is no different.

				If not treated properly, depression can lead to increased absences from work, inability to make considered decisions and withdrawal from family, friends and colleagues. There is no need to hide from depression. Your GP will be able to help you, or refer you to a psychologist, psychiatrist or social worker who have many ways of treating depression in a professional and confidential manner.

				Seeking professional help without fear

				[image: WorldWideWeb.eps] Three important Web sites offer practical information on depression:

				[image: check.png] Beyondblue (www.beyondblue.org.au): A national, independent, not-for-profit organisation working to address issues associated with depression, anxiety and related substance misuse disorders in Australia. Beyondblue works in partnership with the Australian, state and territory governments with the key goal of raising community awareness about depression and reducing stigma associated with the illness. 

				In addition, Beyondblue provides useful information on mental health issues for use by health services, schools, workplaces, universities, media and community organisations — as well as people living with depression — to bring together their expertise around depression.

				[image: check.png] Australian Federal Department of Health and Ageing  (www.health.gov.au): This site covers treatments available for depression. The information on depression states that treatment depends on each person’s symptoms, but can take one or more of the following forms:

				•	Psychological interventions, to help individuals understand their thoughts, behaviours and interpersonal relationships.

				•	General supportive counselling to assist people sort out practical problems and conflicts, and help them understand the reasons for their depression.

				•	Anti-depressant medications to relieve depressed feelings, restore normal sleep patterns and appetite and reduce anxiety. Anti-depressant medications are not addictive — they slowly return the balance of neurotransmitters in the brain, taking 1–4 weeks to achieve their positive effects.

				•	Specific medications to help manage mood swings.

				The Web site also has other documents and fact sheets on other mental health issues, including anxiety and bipolar mood disorder.

				[image: check.png] Depression Net (www.depressionet.com.au): An independent Australian Web site with definitions, fact sheets and links on depression in accessible language and easy-to-download fact sheets.

			

		

	
		
			
				Chapter 4

				Your Body Is Your Temple and Not Your Local Dump

				In This Chapter

				[image: missing image file]	Embracing exercise and fitting it into your day

				[image: missing image file]	Finding good foods that are good for you

				[image: missing image file]	Successful sleep habits

				[image: missing image file]	Simple meditation techniques for busy people

				[image: missing image file]	Maintaining and re-establishing a fulfilling sex life

				Heart disease, obesity, diabetes and mental health are the biggest health problems facing Australian workers today, and diet and exercise regimes are more neglected than ever. In this chapter I get to the heart of the matter — your body and your health. Everybody knows the adage: You are what you eat. Yet with busy lives, most people tend to absentmindedly reach for high-fat, low-nutrition snack foods, grab frozen meals and instant sauces from the supermarket on the way home or throw their bags on the kitchen bench and dial-a-pizza.

				Admittedly this is an area I continually struggle with — I can get my daughter a healthy breakfast, sort out her school uniform, make her a packed lunch, drop her off to school and arrive at work on time, only then to have my breakfast courtesy of the vending machine. On the same day, I meet my family for dinner at one of the nicest restaurants on our side of town — straight from work of course.

				Many studies show that Australia lags just behind the United States for having the most overweight citizens and diet is only part of the problem. Human bodies also need fresh air, rest and exercise. This chapter shows how starting some simple exercises can soon make them part of your daily routine and allow you to feel healthier, sleep better and enjoy time with your partner.

				Getting Active

				Spending long hours at a desk in front of a computer screen is doing damage to your body. Human bodies are not designed to sit still for long periods of time and physical activity ranks as the second most important factor in disease prevention in Australia (the first factor is quitting smoking).	

				Starting an exercise routine is the easy part — I know, I’ve done it dozens of times. Sticking to the exercise routine is hard. Choosing an activity that appeals to you, is affordable and fits in with your lifestyle can help you stay motivated. Finding a friend to do exercise with you can also be an effective way of sticking to an exercise plan.

				[image: Warningbomb.eps] Always check with your doctor before starting any new exercise program, particularly if you are overweight, over 40 years of age, haven’t exercised in a long time or have a chronic medical condition. 

				Improving your health

				Undertaking regular moderate activity can 

				[image: check.png] Build and maintain healthy bones, muscles and joints 

				[image: check.png] Help weight management 

				[image: check.png] Promote psychological wellbeing

				[image: check.png] Reduce feelings of depression and anxiety 

				[image: check.png] Reduce the risk of developing heart disease, diabetes, colon cancer and high blood pressure 

				[image: check.png] Reduce the risk of dying prematurely 

				

				Regular exercise can also help to improve your quality of life, manage these health conditions and prevent their recurrence.

				Finding low-impact and low-embarrassment exercises 

				Often, small is the best way for a new or reluctant exerciser to start an exercise program. If you can find just 10 minutes a day, you’ll find that gradually increasing exercise time, to the recommended 30 minutes needed for optimum health benefits, is easy. Keeping exercise activities simple and free also helps make the start easier. 

				Walking

				Walking is known to be an extremely effective form of exercise and many opportunities arise in day-to-day life when walking can replace driving. Such opportunities include

				[image: check.png] Parking the car as far away from the office or shops’ entrance as you can to fit in a mini-walk.

				[image: check.png] Riding a bike to work one or two days a week.

				[image: check.png] Walking to the corner shop instead of driving.

				[image: check.png] Walking to the bus, tram or railway station, and catching public transport all the way to work. Commuting can also be a less stressful method of travel because you can look out of the window, rest and read.

				[image: check.png] Walking to the bus, tram or railway station, getting off one or two stops short of your destination and walking the rest of the way.

				[image: check.png] Washing and vacuuming the car yourself instead of taking it to a car wash.

				[image: check.png] Getting a dog. Dogs are remarkably good at training humans to walk at least once a day.

						[image: WorldWideWeb.eps]
								30 minutes a day is enough

									Health experts advise adults to be moderately active for 30 minutes every day. If the activity is more intense, you can do it for less than  30 minutes and still receive the health benefits. Some examples of moderate physical activity are 

										Bicycling 8 kilometres in 30 minutes 

										Gardening for 30 to 45 minutes 

										Running 2.5 kilometres in 15 minutes

										Swimming laps for 20 minutes 

										Walking 3 kilometres in 40 minutes 

									The 30 minutes of exercise doesn’t have to be done all at once. You can do 10-minute sessions three times a day if you prefer. This helpful guide comes to you from the Victorian Government’s Better Health Channel Web site, www.betterhealth.vic.gov.au, which has plenty of advice for health enthusiasts.

								

				Working

				Work situations provide many opportunities to take the long way around — not only for a few minutes’ break from the desk, but also for some free exercise. These opportunities include

				[image: check.png] Getting up and walking around for a few minutes every hour — take the longest route to get your next cup of tea, glass of water or to go to the toilet.

				[image: check.png] Stretching at your desk — five minutes every half an hour is enough.

				[image: check.png] Taking the stairs instead of the lift. 

				[image: check.png] Using at least half of your lunch break for a power walk (preferably out of doors), even if you have only 10 to 15 minutes. 

				[image: check.png] Walking to talk to work mates — talk face to face to your colleagues rather than phoning or emailing them. You may find this practice also eases some communications that may have required several emails to sort out.

				Home time

				No, I’m not saying that housework is ever fun. But since you have to clean the house, keep the garden tidy, amuse the kids and exhaust the dog, make these tasks fun and a way to exercise:

				[image: check.png] Add more physical activities into your family’s fun time. Walk with the children around to the park or kick a ball around the backyard.

				[image: check.png] Burn kilojoules by pushing the vacuum, broom and mop around. 

				[image: check.png] Get stuck into your garden. Mowing, raking leaves, re-potting overgrown plants and mulching flower beds makes great exercise.

				[image: check.png] Listen to your favourite music and dance around the house while sorting papers and dusting. 

				[image: check.png] Play actively with your children. Try hide-and-seek instead of video games.

				[image: check.png] Walk the dog more often, or make your usual walk ten minutes or so longer. 

				[image: REMEMBER.eps] Set yourself realistic, not impossible and frustrating, goals. Aim for four exercise sessions a week rather than planning for a specific amount of weight to lose. This way you can avoid being disappointed if a full-on  seven-day week of hard exercise doesn’t equal a five-kilogram weight drop. Accept that regular exercise is a lifelong commitment, not a short-term binge. If you’re trying to lose weight, aim to lose up to one kilogram of body fat each week. Remember too that muscle weighs more than fat, but bathroom scales can’t tell the difference. 

				Maintaining the motivation

				[image: TIP.eps] Everybody has a different reason for exercising. Think about why you’re exercising to help you during the times when you don’t feel like doing any exercise. You may be exercising regularly to

				[image: check.png] Feel more energetic 

				[image: check.png]	Improve joint mobility 

				[image: check.png] Keep up with the kids 

				[image: check.png] Lose weight 

				[image: check.png] Manage feelings of depression or anxiety

				[image: check.png] Reduce back pain 

				[image: check.png] Sleep better 

				Monitoring your progress

				Sticking to an exercise routine is easier when you can see the benefits. Make the commitment as you would for anything else that’s important, such as work meetings, kids sports schedules, and so on. Try these tips:

				[image: check.png] Avoid boredom by setting yourself challenges — walking a bit faster, changing your route, jogging with a friend.

				[image: check.png] Consider getting up 30 minutes earlier to exercise if the rest of your day is packed with events. 

				[image: check.png] Keep at-home exercise options accessible — for example, exercise DVDs or a stationary bike. 

				[image: check.png] Keep a training diary to help you to spot every little improvement you make. You’ll feel immensely satisfied to read, over a few weeks, that your walking sessions have increased from half a kilometre to four kilometres.

				[image: check.png] Pay attention to the way you feel. Do your clothes feel a bit looser? Can you get into the gardening for a longer period? Are you able to laugh off an annoyance today? Taking the time to recognise these little improvements can increase your motivation to exercise. 

				[image: check.png] Remember that unexpected events arise from time to time and disrupt your exercise routine. Don’t let this worry you. Instead, make a date in your diary for your next available exercise session. 

				[image: check.png] Reward yourself whenever you reach a fitness goal — for example, when your aim is to walk every night after work and you achieved your goal. Rewards can range from a massage to a movie. Choose a reward that’s meaningful to you and is seen as a real reward.

				[image: REMEMBER.eps] You can improve your health and wellbeing by enjoying 30 minutes of moderate activity on at least five days of the week.

				Eating Sensibly — Not from a Vending Machine

				At what stage of modern life did sensible eating stop and vending machines take over? When you think about it, vending machines pop up just about 

				everywhere you go — from the railway station, to work tea rooms to school grounds, hospital corridors and shopping centres. Is there nowhere these temples of temptation have missed? 

				It’s time for sensible eating to come back and the first place to start is with breakfast.

				Bringing back breakfast

				Going to work on an empty stomach may save ten extra minutes, but missing breakfast also means that your body hasn’t had anything put into it for 14 hours. At this stage, blood sugar and energy levels hit rock bottom. Then the body tries to counter this effect by producing the hormones adrenaline and cortisol. The latter makes you feel edgy and you find concentrating very difficult. Many studies show that students who eat breakfast think clearer and faster than those who do not eat before beginning the day’s work.

				Skipping the first meal of the day can lead to over eating for the rest of the day and usually bad choices of foods. Becoming over hungry can lead to a lack of control and may result in taking in more kilojoules, fats and sugar than you eat when you have a proper breakfast.

									[image: TIP.eps]
								Brekky muesli recipe

									This scrumptious and healthy breakfast is quick and easy to make and provides breakfast for one adult for an entire week (if you add the apple to your serve each day). Try this yummy recipe:

									2 cups of oats

									1 cup natural fruit juice

									2 apples, coarsely grated

									1 cup blueberries (fresh or frozen)

									1 tablespoon honey

									250 grams natural yoghurt

									½ cup slivered almonds

									In a large, sealed container, add fruit juice to the oats and leave to soak while preparing the other ingredients. Grate the apples and add to the oats. Add the rest of the ingredients. Mix well and leave in the fridge overnight. 

									By breakfast time, the muesli is soft and ready to eat. This muesli can keep you satisfied until lunch time.

								

				Ideal breakfast foods include

				[image: check.png] Low-fat cheese. Melt cheese on wholegrain toast, a bagel or an English muffin. 

				[image: check.png] Eggs. Poached, boiled or scrambled are the best ways to cook eggs. You’re even better off serving the eggs on wholegrain toast.

				[image: check.png] Fruit smoothie. Your favourite fruit and low-fat milk whizzed in a blender make a perfect breakfast.

				[image: check.png] Hot cereal. Porridge is ideal and better still if you sprinkle dried fruit or nuts on top. 

				[image: check.png] Pancakes. Use a non-stick frypan or a touch of oil spray to make thin pancakes. Top with fresh fruit and honey.

				[image: check.png] Toast. Use wheat or wholegrain toast or an English muffin.

				[image: check.png] Yoghurt. Serve with fruit or nuts. 

				If you find yourself skipping breakfast because you’re too rushed, try preparing your breakfast the night before. You can either eat it before or after the rush starts, or take it to work with you.

				Never say ‘diet’

				The word diet technically means the foods you eat in the normal course of life. However, the word diet has become something akin to penance, that is, a punishment for wrongdoing in the food sense. 

				What people mean by using the word diet is, in reality, a lifestyle change. Your new lifestyle is meant to make you feel satisfied, and be someone you intend to continue to be for many years to come.

				[image: WorldWideWeb.eps] Nobody can claim to be lacking information about improving lifestyles and food and exercise choices. The media is saturated with TV programs, magazine articles, books and advertising. Here are just a few information sources for healthy and quick recipes that are easily available to Australians looking for a change of lifestyle:

				[image: check.png] Australian Good Taste: Australia’s biggest-selling recipe  magazine can be found in Woolworths’ stores or online at www.australiangoodtaste.com.au.

				[image: check.png] Australian Table: This Coles supermarket magazine uses ingredients available in the stores and specialises in recipes for time-pressured cooks. Find the recipes at www.coles.com.au.

				[image: check.png] Better Health Channel: The Victorian Government leads the government way with a large range of healthy recipes for weight loss, gluten-free foods, diabetes-safe foods and general digestion. Find the recipes and much more at www.betterhealth.vic.gov.au.

				[image: check.png] Bill Granger: Bill is a celebrity chef with TV shows, books and newspaper columns that concentrate on healthy and common-sense recipes. You can find plenty of recipes at www.bills.com.au.

				[image: check.png] CSIRO Total Wellbeing Diet: This lifestyle guide has believers and non-believers. The book is easy to read and has improved the health of many people. Find the details at www.csiro.au.

				[image: check.png] Stephanie Alexander: Stephanie Alexander can tell you everything you want to know from what you can do with the heap of lemons  that fell off your tree to using the two kilos of zucchini you bought  on special. Stephanie makes traditional Australian food healthy and taste fantastic. Find details of her recipes and television show at  www.stephaniealexander.com.au/mybooks.htm.

				[image: check.png] The Women’s Weekly: The Weekly’s soft-cover series of recipe books covers basic meals, international cuisines, kids cooking, salad dishes, vegetarian foods, detox meals, low-fat menus and much more. You can find information at www.magshop.com.au/Australian_Womens_Weekly_Cookbooks.htm.

				Adding super foods to your daily routine

				All foods have some nutritional value but ten foods are now known as super foods because they’re extremely beneficial for your health. The super foods are considered to have the essential vitamins and nutrients needed for continued good health. The bonus is that each of these foods rated ‘super’ is commonly available and affordable:

				[image: check.png] Apples. Always available, apples are full of antioxidants. One apple provides a quarter of your daily requirement of vitamin C as well as pectin, which can help to lower blood-cholesterol levels. Apples have low glycaemic index (GI), so are digested slowly. Low GI foods may help with weight control, as well as improving the long-term control of blood sugar levels for people with diabetes. 

				[image: check.png] Baked beans. Packed full of protein, fibre, iron and calcium, baked beans contain carbohydrates that are of the low GI variety. The tomato sauce covering baked beans in the tin is a good source of lycopene, another powerful antioxidant shown to help prevent heart disease and prostate cancer.

				[image: check.png] Bananas. Bananas are slightly higher in energy than other fruits but the kilojoules come mainly from carbohydrate, which is excellent for refuelling before, during or after exercise. Bananas are a good source of potassium, which can help lower blood pressure, and they contain vitamin B6 for healthy skin and hair. 

				[image: check.png] Brazil nuts. All nuts are generally full of essential vitamins, minerals and fibre and a small handful of different nuts eaten four times a week may help reduce heart disease and satisfy food cravings. Brazil nuts are one of the few rich sources of selenium that may help protect against cancer, depression and Alzheimer’s disease. 

				[image: check.png] Broccoli. Just two flowerets of broccoli — raw or lightly cooked — count as one vegetable portion. These little green trees — as Australian children call them — contain antioxidants, including vitamin C and also folate (naturally occurring folic acid) to help prevent heart disease. Broccoli has an antioxidant called lutein, which can delay the progression of age-related macular degeneration (AMD), which affects 10 per cent of Australians over 60 years of age. Broccoli is also rich in magnesium so may be able to help with insomnia and irritability.

				[image: check.png] Olive oil. Studies suggest that mono unsaturated fat in olive oil is good for the heart. Olive oils can lower bad cholesterol levels, increase good cholesterol levels and they contain plenty of antioxidants. 

				[image: Warningbomb.eps][image: check.png] If you’re trying to lose weight, remember a tablespoon of oil equates to the same amount of fat as the butter you generously spread on a large slice of bread. 

				[image: check.png] Salmon. All fish species are sources of good-quality protein, vitamins and minerals. Oily fish, such as salmon and sardines, also contain omega 3 fats, which reduce blood clotting and inflammation. Studies show that eating oily fish dramatically reduces the risk of having a heart attack, even in older adults. Omega 3s also help prevent depression, and protect against the onset of dementia. My mum was right: Fish is true brain food.

				[image: check.png] Tea. The caffeine content of tea helps stimulate alertness, mood and motivation. And tea counts towards your recommended eight cups of fluid daily, which is the minimum to avoid dehydration. Whether black or green, tea provides a good source of catechins, which may protect artery walls against damage that causes heart disease. The antioxidants in tea may also prevent the formation of sticky blood clots. As little as one cup of black tea a day may provide some protection. Put the kettle on!

				[image: check.png] Wholegrain seeded bread. Breads containing seeds and wholegrains have low GI and are an excellent source of dietary fibre, which keeps the gut working efficiently. Seeded breads contain essential fatty acids. Studies show that including four slices of soy and linseed bread a day can supply a dose of phytoestrogens, thought to relieve hot flushes in menopausal women. 

				[image: check.png] Yoghurt. Yoghurt is an easily absorbed source of calcium and a useful milk substitute for people who can’t digest large amounts of the milk sugar, lactose. Yoghurt benefits the health of the large intestine and helps relieve gastrointestinal upsets. 

				Losing Sleep over Losing Sleep

				Feeling tired and having low-energy levels during the daytime are common complaints for busy workers. Energy levels relate to the amount (and quality) of sleep you get each night, as well as the time of day, the foods you eat, when you eat and your general health.

				A good sleep is considered to take around seven or eight hours for an adult. However, some adults can get by quite happily with four hours a night whereas others need ten hours. The conclusion: Sleep can be an individual need. Believe it or not, no-one has been reported as dying from lack of sleep — you just feel as though you might sometimes. What is important to realise is that whatever sleep you get is better than no sleep at all.

				Sadly, insomnia (chronic lack of sleep) collects over time. Sleeping in on weekends does not allow you to catch up on the sleep you need. Instead, a sleep-in makes it more difficult to sleep the next night because your body’s sleep rhythms have been disturbed and you no longer feel sleepy. 

					[image: WorldWideWeb.eps]
								Finding health information at your fingertips 

									A handy reference source for your good health questions is the Australian Nutrition Foundation. The foundation has been serving Australians since 1979 and includes medical specialists, nutritionists, dietitians, teachers and nurses.

									Packaged material is available for workplaces and schools to help the promotion of health education. The foundation also has up-to-date information on the latest scientific findings on foods and recipes. As well you can find nutritional requirements for people of all ages at the Web site, www.nutritionaustralia.org.au.

								

				Understanding why you’re not sleeping

				Common reasons for lack of sleep can include 

				[image: check.png] A snoring partner: The noise of snoring is always difficult to ignore.

				[image: check.png] Cramped or aching legs: This painful condition can make sleep difficult.

				[image: check.png] Sleep apnoea: Breathing stops for a period of time during sleep. 

				[image: check.png] Sleep starts: Muscle jerking or a falling sensation can awake the sleeper with a jolt.

				[image: check.png] Jet lag: Coping with different time zones can slow your internal body clock. You can expect to spend a few days getting back to normal again.

				A good night’s sleep results when the sleeper is able to switch off the thousands of thoughts, reminders, worries and silly sayings inside their heads and relax. 

				[image: TIP.eps] Insomnia is most often caused by worrying that doesn’t stop after the light has been turned off. 

				To reduce night-time niggles, try these easy tips:

				[image: check.png] Breathe: Breathing is the most simple and the most effective way to relax. Breathe in slowly and deeply for five seconds, and then expel the breath out for five seconds. Concentrate on nothing but your breathing and the feeling of your muscles gradually relaxing. Try five breaths to start, and repeat the cycle if and when you need to during the night.

				[image: check.png] Find 15 minutes of worry-window time before you go to bed: Outside of your bedroom, sit down quietly and have a run through all of the subjects swirling around your mind. Tell yourself that you can’t deal with them now, and acknowledge each one. Write down the big items in a notebook so that you can assure yourself that you can deal with them the following day.

				[image: check.png] Keep a pencil and pad by your bed: If a new worry or a persistent worry is keeping you awake, sit up, write down the details and turn off the light straight away. By doing a brain dump, you pay attention to the worry and then remove it from your mind. The notepad is still there in the morning to remind you of how you are going to deal with the issue.

				[image: check.png] Relax: Turn the television off, or put your thriller novel down 30 minutes earlier than usual. Find a comfortable chair or lie down in your bed. Working up from the tips of your toes to the top of your head, consciously relax each muscle group while breathing in slowly and deeply. This exercise always makes me aware of just how tense my body is; even at times when I thought I was already relaxed.

				Setting the scene for a brilliant bedtime

				Experts describe habits that help you have a good night’s sleep as sleep hygiene. Many people form bad sleep habits that are reinforced over weeks, months or even years. The advice in this section helps you to develop healthy sleep hygiene habits.

				Obeying your body clock 

				To find the right amount of energy to deal with the waking hours, the body needs to have sleep. Try these tips: 

				[image: check.png] Don’t ignore your body clock. When your body feels tired, go to bed. Your body makes the decision as to when rest is needed, not your mind.

				[image: check.png] Don’t make yourself go to bed if you don’t feel tired. You only increase your worry and frustration when you lie in bed awake. In time, you associate bedtime with insomnia and discomfort.

				[image: check.png] Get up at the same time every day. Sleeping in on weekends makes sleeping the following night even harder. If you get up at the same time on the weekends as you do on weekdays, your body feels sleepy at the same time every night.

				Feeding your body clock

				While many people take the trouble to feed their bodies the right food for energy, many forget about avoiding the wrong foods for sleep.

				[image: check.png] Avoid caffeine. Ideally, don’t drink coffee, tea, cola or energy drinks after mid afternoon. Instead, stick to water for the remainder of the day and even try a glass of warm milk. The old wives’ tale is a true one — milk contains an amino acid that has been scientifically proven to enhance sleep.

				[image: check.png] Don’t smoke. People who can’t stop smoking are better not to smoke before bedtime. Nicotine is a stimulant, which makes a person stay awake longer. Smoking can accelerate heart rate and increase blood pressure. 

				[image: check.png] Refuse the booze. Alcohol is a depressant that may make you drop off to sleep — but you won’t feel truly refreshed in the mornings. Alcohol robs the body of much-needed fluids and can wake you in the night for toilet trips.

				Beautifying your bedroom

				Your bedroom is where you spend eight hours out of every 24-hour day. Therefore, you deserve a bedroom that encourages you to rest and recuperate for the next 16 hours of work and leisure. Try these tips:

				[image: check.png] Buy a decent mattress. Use the Goldilocks mattress rule: Not too hard, not too soft. 

				[image: check.png] Darken the room. Avoid streetlights or moonlight coming in through gaps in the curtains and blinds because these become fluoro tubes in strength when you’re lying awake and can’t sleep.

				[image: check.png] Designate your bedroom for sleep (and sex). If the room is also used to watch television, hold telephone conversations or — heaven forbid — work on the laptop, then you can expect trouble when you try to associate the same space with sleep and rest.

				[image: check.png] Keep your bedroom quiet. Buy a comfortable pair of earplugs if the neighbour’s late-night arrivals, the sound of barking dogs or nearby traffic is too invasive.

				[image: check.png] Make sure the room is at the right temperature. Preferably, keep your bedroom temperature on the coolish side then choose covers to reach your ideal level of snugness. Sleeping snugly and warm is much better than tossing and turning in the heat. Open a window for fresh air if the night is mild.

									[image: REMEMBER.eps]
								Throw away the clock

									Insomnia causes a great deal of frustration which, even more annoyingly, causes the sufferer to stay awake, fretting about staying awake when they should be sleeping. This is the time when you need to tell yourself to stop worrying about not sleeping and stop counting down the hours.

									Many people look at the glowing dial on the clock radio and instantly calculate, ‘It’s 2.30 am now and the alarm’s going off in four hours. How am I going to be able to function properly at the staff meeting today?’ Put your clock radio on the floor and out of sight. Better still, invest in a smaller clock that doesn’t automatically glow in the dark. Your biggest visual stressor is now gone from sight. And that grandfather clock that chimes on the quarter hour and twelve times at midnight is right out — unless your entire household can sleep through it.

								

									[image: RealLifeStory.eps]
								Music to sleep by

									Cate’s new position as the manager of a busy claims team meant that she had real problems getting the sleep she needed. ‘My mind was constantly buzzing with tasks I’d forgotten to do that day, stuff I needed to do tomorrow and issues that were not so important but kept popping up unwanted in my brain,’ she said.

									After seeing her family doctor, Cate changed her sporadic exercise routine to a regular one just before dinner and ensured that she did not work on her computer or watch TV for at least one hour before bedtime. She even gave up her much-treasured Saturday and Sunday afternoon sofa naps in order to train her brain to wake and feel sleepy at the same time seven days a week.

									‘Cutting out my afternoon energy drink also helped, even though I thought I needed it to stay alert,’ she says. Cate also likes to listen to music when the lights are out, and selects some of her more relaxing CDs to put on. ‘Nowadays I don’t even remember hearing the last few songs.’

								

				Meditation for Real People with Busy Minds

				Meditation is the art of quickly relaxing the body and calming the mind and is very easy to do. In fact, many meditation techniques can take as little time as two to ten minutes. These mini meditations can help you relax and return to a more balanced state at any time of the day. Now, who can’t find two minutes? 

				Meditation is increasingly popular due to its simplicity and its ability to provide many benefits, including

				[image: check.png] Being able to gently bring your mind back to meditation whenever it wanders off 

				[image: check.png] Being able to let go of other thoughts and distractions

				[image: check.png] Being able to relax quickly

				[image: check.png] Gaining a sense of wellbeing and health 

				[image: check.png] Improving clarity of mind and concentration

				[image: check.png] Reducing anxieties

				Learning to meditate

				Modern forms of meditation teach you how to relax the body but still keep the mind alert. This doesn’t mean alert in the ‘get ready to run’ sense. It means being able to notice and listen to what is happening around you — to take in sounds, sensations or the endless thoughts and worries that buzz continually in your mind.

				[image: TIP.eps] To make the most of meditation, enrol in a class and learn to meditate with an expert. Inquire at your local health centre or ask your doctor for a recommendation. 

				As well, many books on the subject of meditation are published each year. Browse through your local bookshop’s shelves or use your favourite book search sites to check the latest publications. 

				Meditation can help you choose how much and how often you want to actively think about your problems. Nothing needs to be dwelt on 24 hours a day. Instead, people who do meditation commonly develop more control over what thoughts need to be concentrated on and what thoughts can be pushed aside as irrelevant.

				Reviving Your Sex Life

				Sex is as natural to the body as food, water and sleep. Yet, for many Australians, sex in a committed, long-term relationship is no longer about the physical act of intercourse. Barriers to good sex — or any sex at all — can be linked to work stress, tiredness, resentment, depression or feeling unable to communicate openly with a partner.

				Reviving a dormant sex life can be made easier by finding time to talk openly about sex with your partner because the problem is not going to be solved by itself. Solutions to a poor sexual relationship can also involve scheduling sex as an ongoing appointment — after all, you use your diary for important work meetings, events in your children’s lives, dinner parties, and so on — so why not sex?

				Acknowledging the problem

				In the first 6 to 18 months of a relationship, sex can feel effortless, spontaneous and wonderful for both partners. Sex feels like the act depicted in movies and novels — steamy, exciting and frequent. As life goes on though, time for sex and the desire for sex can dwindle and be overshadowed by work, children, financial concerns, lack of time or physical illness.

				Discussing sex with your partner

				Starting up a conversation about sex — while standing fully clothed in the kitchen — can be a very difficult and stressful discussion to have. Accusing your partner ­— or your partner accusing you — of being abnormal for not having sex is not going to help improve the situation. Neither is a permanent refusal doing anyone any good.

				The first step to reviving your sex life is to acknowledge that you’re each different people with different levels of desire. After all, you don’t like exactly the same foods, books, hobbies or TV programs. So having a parallel libido is unlikely too.

									[image: Statistic.ai]
								Sex — It’s not always a success 

									‘Sex in Australia’ is the name of a study by Melbourne’s La Trobe University that reveals some interesting findings. Of the more than 19,000 respondents, three major sexual difficulties emerged:

										24.9 per cent of men and 54.8 per cent of women reported a lack of interest in sex for at least one month in the past year.

										14.2 per cent of men and 35.9 per cent of women reported worrying about their body image.

										6.3 per cent of men and 28.6 per cent of women reported an inability or severe  difficulty in achieving orgasm.

								

									[image: TIP.eps]
								Sex — It can be as easy as one, two, three 

									Having a fulfilling sex life — or indeed any sex life — after children can seem like another chore to add to the never-ending list. Here are three stages that you may try, depending on time and energy levels. Each stage is fun and can strengthen your intimacy with your partner.

										Time for a quickie: When you have small children, a busy household and work commitments, having a ‘quickie’ can be simple, comforting and, yes, quick. Having a ‘quickie’ generally means that you grab a quick minute with your partner when the opportunity arises. Talk to your partner about quickies and then watch out for an opportunity. You’ll enjoy the spontaneity of the moment — and that’s about as long as it takes. 

										Friday night sex: Regular weekly sex always feels the same and feels satisfying. You may be feeling tired at the end of a working week so what better way to revive yourself for the weekend than with Friday night sex with your partner. Be proud of your Friday night arrangement — nothing’s boring when you look forward to being together and enjoying yourselves.

										Honeymoon sex: This means doing whatever you feel like! When the kids are staying at Nannas or having a sleepover with friends, seize the opportunity. Unfortunately, what most parents tend to do is waste this time in front of the telly or computer. Turn off the TV and go to bed.

								

				As with everything else in your waking hours, maintaining a sex life that suits both of you relies on negotiation. Yes, a business-like word is very much applicable to sex. Most people negotiate all day long — when to get up, what to eat, who is doing what household chores, child care, work and tasks to be completed, after-school involvements, meal times, TV programs, rubbish bins, you name it.

				Therapists are now suggesting that sex too should be negotiated. If you do find yourself exhausted after the day’s routine, then make a time to drop the chores and enjoy your relationship with your partner. This could be something as easy as going to bed an hour earlier. Surely that’s more important than putting out the garbage.

				Rejecting rejection and embracing anticipation

				To borrow a phrase from a very successful sporting company: Just do it. A very common misconception about sex is that desire and lust must be present in order to have sex or in order to enjoy sex. Experts — yes, people do actually study sex for a living — are now finding that desire and lust are not necessary. Expert opinion says that if a couple always waited for their desires to match, some people would never have sex again!

				Instead, therapists are urging the partner with the lower sex drive to give out some goodwill sex. For the higher-drive partner, the recommendation is to focus on the sex they are getting, not on what they are missing.

									[image: RealLifeStory.eps]
								Friday night nookie: A great start to the weekend

									Adam and Penny, like many people, found their sex life threatened by long working days and household chores. Here’s their story of sex survival: 

									Adam: After the arrival of our second child, my wife returned to work four days a week and she was exhausted by bedtime. She just wasn’t interested in resuming our sex life. I felt rejected and hurt and started getting irritable and cranky at her for other reasons. I can see now how this hurt her too. She was annoyed at me for not doing my share around the house or helping out with the kids.

									Penny: It was hard for me to instantly find some burning desire for Adam after a long day. And I felt that when I got home each evening there was this issue between us, always there, in bed with us, every night. I didn’t want to reject Adam, but I was worried that I’d lost my sex drive completely.

									Penny confided her concerns to a close friend, who recommended scheduling in a weekly sex night. This is now referred to them both as Friday night nookie. 

									’It’s worked really well,’ Adam says. ‘It relieves the pressure of me always asking and getting knocked back, and Penny knows that she can get into the mood for Friday night.’

									Penny agrees. It means that we don’t have that tension in bed between us any more. I’m finding that I love Friday nights. I really look forward to it and make an effort by lighting candles and turning off the telly early. Afterwards feels great because the weekend’s ahead of us, we feel more relaxed and have time to cuddle and talk.

								

				Having sex can be enjoyable for the lower-libido partner because it shows the feelings of kindness, respect and love that are already in the relationship. Both partners see the experience of sex as an act of love rather than a mere physical performance.

				[image: Warningbomb.eps] Sex is never acceptable when forced or done without consent. Sex is an action that is intended to make people feel truly loved and appreciated. 

				Re-establishing a connection

				Reminding ourselves that sex can be comforting, affectionate, funny, enjoyable, help you sleep, release tension, make you feel closer to your partner and more able to communicate with them is very important.

				Sex with a long-term partner may involve a lot of repetition but you can always find ways to keep sex interesting:

				[image: check.png] Build up excitement. Leave a note somewhere, an item of clothing or even a phone message: ‘Wait until you get home tonight.’

				[image: check.png] Don’t compare your sex life to anyone else’s. Ignore what the magazines say. Do you really believe that people always tell the truth when they’re surveyed about their sex lives? Experts acknowledge that some magazine-style surveys are worthless. Either that or there’s a very, very busy lady in one suburb who is satisfying the entire male population in her postcode!

				[image: check.png] Don’t let the gap between sex get too long. Stick to your agreed sex schedule and remember that sex is as important as everything else in your calendar.

				[image: check.png] Female libidos can be more easily dampened. Minimise distractions by timing sex earlier in the evening. Helping with the last chores of the day and telling her how much you love her is a great way to start an exciting night.

				[image: check.png] Tell each other what you like, want and what you don’t want. He’s not going to know if you don’t gently guide or tell him and yes, he does want to please you. She’s not going to know unless you tell her either.

				[image: REMEMBER.eps] Don’t blame, ignore or resent each other for your inconsistent sex life. Seek help from a professional if you’re unable to change and improve your sex life on your own.

				

				

			

		

	
		
			
				Chapter 5

				Getting To Know You

				In This Chapter

				[image: missing image file]	What you really need for a happier life

				[image: missing image file]	Caring for your partner

				[image: missing image file]	Finding your own values and goals

				[image: missing image file]	Assessing your job satisfaction

				Often people struggle to keep up with what they think society expects of them. They don’t feel as though they have time to sit still and think about what they’d really like to do. Before any long-term plans for improving your work and life commitments can be made, you need to work out what you’d ideally like to be doing and what you’re going to do to achieve your goal. In this chapter I describe the influence of affluenza on a money and consumption-driven lifestyle (refer to Chapter 1 for more on affluenza). 

				This chapter also explains the importance of recognising the people who are positive influences in your life, including your partner and family.

				Finding out about what you really want and need to live a fuller life also extends to your current job situation and the importance of recognising the positive — as well as the negative — aspects of your job. This chapter also gives you tips on brainstorming your own ideas, visualising goals and how to set about achieving them. 

				Finding What You Need to Live,  Thrive and Survive

				Once upon a time all a person needed to survive was food, shelter, warmth and company. In today’s civilisation, the basics are all but forgotten as people take these basics for granted as they strive as well for bigger houses, bigger toys and bigger salaries.

				As my mother once said to me, ‘All these labour-saving devices your generation has now don’t seem to have made your lives any easier.’ She’s right. In this chapter I explain why people have become stuck on a treadmill of wanting more and more material objects while missing the contentment and happiness they seek.

				[image: REMEMBER.eps] A large part of gaining meaningful work/life balance is to find out how you really think: What is it you need and how do you plan to get what you need?

				A slippery slope: Buying the stairway to happiness

				Despite the fact that everywhere you turn an advert promises that purchasing this or that wonderful product is going to bring joy and sunshine to your life, money can’t buy happiness. Different degrees of wealth simply bring different types of worries. So why do people daydream of winning the lottery and buying their way to contentment?

									[image: RealLifeStory.eps]
								When Santa never made it into Darwin

									On Christmas Eve, 1974, Cyclone Tracy struck the city of Darwin in a deadly fury, leaving 65 people dead (including 16 lost at sea) and many more injured. Tracy destroyed or severely damaged 70 per cent of Darwin’s homes and all essential public services — including communications, power, water and sewerage — were severed. 

									My husband Dean was only 7 years old at the time, and remembers crouching in the hallway of his home with his four brothers and sisters and parents, huddling even tighter together when the roof lifted off and disappeared out into the furious winds while shattered glass flew all around them.

									‘Even though I’d been really excited about Christmas and what presents I would get, all of that instantly left my mind when the cyclone was over. I was old enough to understand that we were lucky to all be safe and together, even though all we had were the clothes on our backs.’ At a young age, Dean could see that his priorities had changed overnight. Toys and games were not as important as surviving the cyclone and experiencing the generosity and concern of Australians who donated presents, clothing and household items to help the rebuilding efforts. 

								

				The negative power of pursuing material possessions, and the feelings and values that go with them, have been demonstrated in scores of psychological studies overseas and in Australia. People who are more envious of others, worry more about how many things they own, have stronger desires to acquire money and possessions and place more importance on financial success are more likely to be depressed and anxious. Desiring and using less can actually make your life simpler and happier.

				Wanting or needing?

				Affluenza is a popular term used in Australia by Clive Hamilton of The Australia Institute to describe the over-consumption, debt and stress that prosperous Western societies have developed into an unhealthy culture of overwork, jealousy, unhappiness, waste and debt in their efforts to ‘beat the Joneses’.

				The dawn of the 21st century has seen actual incomes, possessions and economies reach much higher comparative levels than those of the past three generations. Yet people seem to be no happier than they were in the 1950s.

				If anything, the culture of affluenza suggests that the mental and physical wellbeing of wealthy countries is declining, with major health issues, including psychological illnesses, drug use, obesity and loneliness significantly increasing. The World Health Organization is predicting that clinical depression will become the world’s second-most prolific disease by 2020. 

				In 2005, The Australia Institute conducted a national survey of 12,000 wage earners. In households with incomes of more than $100,000, only 5 per cent of people surveyed considered themselves prosperous, and only 9 per cent said they were satisfied with what they had. Among people who earned more than $1 million, only 55 per cent considered themselves prosperous.

				These findings say that ‘wants’ win out over ‘needs’ in the vicious affluenza cycle. People believe that more money can bring them more happiness. However, when their income goals are achieved or exceeded, they don’t feel happier. Instead, they raise their benchmarks for more financial success in a never-ending battle to furnish large homes, pay for upmarket cars, redecorate on an increasing basis and accumulate more debt than ever before.

				Finding Time for Your Partner

				When you settled down with your partner, you no doubt believed that you were not only in love but that you’d found your soul mate, your supporter, your friend to the end, right? Despite this, Australia’s culture of long working hours and the added responsibilities of a ‘second job’ at home doing the cooking, cleaning and child care, makes time spent with your partner rare, let alone of any quality. The person you love most in the world is often the person who gets the least amount of your attention. By attention, I mean unrushed time together. Ask yourself this question: When your partner receives attention from you, is it only to hear you complain about how much you hate your job, hate that old bloke in the accounts department, how tired you are, how you just want to slob on the couch, how you can’t find the remote or don’t want to answer the phone. Is the only request you make of your partner to bring you a glass of wine?

				Making your partner your priority 

				Seven’s a lucky number so here are seven ways (in order of importance) to make your partner feel like the most special person on the planet — well, on your planet. 

				[image: check.png] Have breakfast together. If you’re both daytime workers, try having breakfast together. It may only be ten minutes and just ahead of being surrounded by school lunches, tired children and the morning news, but setting the alarm ten minutes earlier and sitting together, talking quietly, can be quality time that’s normally only associated with children. 

				[image: check.png] Have coffee together. Jill and Kent have three school-aged children and live too far away from their parents to arrange any short-term babysitting. They also have a mortgage, full sports and social lives and have found that often they barely have time for more than a hello-and-goodbye relationship during the week. On Jill’s one day off each week, in between shopping, washing and cooking, she meets Kent at a cafe to have a coffee together. ‘We literally savour the moment — good coffee, out of home and no kids. It’s a short time we look forward to. We can often solve a problem in that time or talk about anything other than home and kids.’

				[image: check.png] Make a date at home. Making a date to spend a night together (at home) is increasing in popularity as people who have mortgages, can’t afford babysitting or don’t have a relative nearby are discovering. Kent tells me that on Friday nights he and his wife wait until the kids are fed and in bed before they have a ‘picnic’ dinner of smoked salmon, crackers and brie, fresh fruit, chocolates and champagne together — all in the comfort of their own living room. ‘We love it — we feel so decadent and we remember that our lives are all about us, and not about getting dressed up or what restaurant we go to.’

				[image: check.png] Meet for lunch. I’ve spoken to many people who find time to spend together during the work day. Joanne tells me that when Craig is in the vicinity (he travels around the city as part of his ongoing IT role), he phones ahead and meets her for lunch. ‘It’s a nice change from sitting at my desk with a sandwich and I get to see him in his work clothes and in work mode. It also feels like we’re dating again.’

				[image: check.png] Say thank you. Take one minute every day to find at least one reason to thank your partner, no matter how small. This daily effort shows them how much you appreciate them and reveals your respect and love. Pretty soon, they’ll be thanking you, too.

				[image: check.png] Television-free evenings. As people settle into long-term relationships, the urge grows to have a free evening together in front of the television. Instead, try a free evening together with the television turned off. Read, listen to music, talk. Don’t do any chores, just be together. Even one hour together, without any other distractions, is time to have a decent conversation, a cuddle or even hit the hay a little earlier to revitalise your sex life.

				[image: check.png] Use technology. People complain about the unwanted chains that email, telephone calls and mobile phones put on them, but communication technology can also work to your advantage. Typing a couple of sentences to your partner (keeping things clean of course) takes less than a minute and is an effective way of telling them how much you love them, how much you appreciated their cooking dinner last night, and so on. SMS can do the same.

				Dealing with just the two of you

				Chances are a date at home can work wonders for your sex life. However, if you need some help, refer to Chapter 4 about how to re-establish a connection that will make you happy. Other important items in a perfect-partner plan include equally dividing the household chores and finding time to get away from the city, the grindstone of work, domestic drudgery and children every now and then.

				Having equal housework loads

				‘Absence makes the heart grow fonder’ but not when it comes to doing your fair share of housework. Household chores are very important because no partner ever wants to be forced to ask their significant other to help with the chores. This action implies that the responsibility for the chores belongs to one person, and that’s not the case. You may not be surprised to find that arguments about household chores are second only to arguments about money in marriages. A useful way to address this lingering issue is for you and your partner to sit down and set your priorities for housework together. What do you feel are the most important chores? What skills do you both have (for example, my husband is an amazing cook whereas I hate cooking and would much prefer to tidy up afterwards).

				What chores do each of you absolutely hate doing? What one of you hates, the other might be able to do in exchange for a job that they hate doing. You can also think about what chores you’d consider paying someone else to do, including cleaning, ironing and lawnmowing. Hundreds of companies and franchises specialise in unpopular jobs, such as dog washing, gutter cleaning, gardening and delivering groceries.

				Taking twosome time-outs every year

				[image: REMEMBER.eps] Even the busiest couples can — when they grab their diaries, sit down together and plan far enough ahead — find two weekends every year to go away. By going away, I mean without laptops, reports to read through or children in tow. Two nights are better than one if you can manage the kids’ caring arrangements, and two nights feel more like a mini holiday than a mere 12 hours away from home. Try to find a location less than an hour’s drive from your house so that you don’t waste too much of your precious time travelling. Arrange a late check-out from your accommodation to enjoy the morning, if possible.

				Caring for your kids together

				Not only do you yearn to spend time with your partner, but a recent US study shows that parents today spend around half the time with their children than their own parents spent with them. I suspect that the situation is similar here. To get more time back, try these simple steps:

				[image: check.png] Book a day off every month. Even if you stay at home together, this special day off has to exclude take-home work, answering the mobile phone or doing any housework. Turn off the television and the computer, and don’t accept any social invitations because this day is time just for the family. If you want to get out of the house, try a long drive with a picnic, a day at the beach or a visit to a museum or wildlife park. 

				[image: check.png] Find 15 minutes. Every parent can find 15 minutes to spend with his or her children in the evenings after work. This family time can be cuddle time, taking a walk together, sitting in a child’s room talking just to him or her alone or looking through the day’s school work.

				[image: check.png] Have a weekly family night. Schedule one week night for every member of the family to be home in time for dinner. Take turns to cook dinner (or in teams) and then take turns to decide what the family does after dinner — play a board game, see a movie, go for a walk, watch a favourite television show — together.

				[image: check.png] Share dinner together. A family meal gives everyone time to find out about each other’s lives and also a time for parents to listen. Genuinely listening to your children during your evening meal assures them that you’re interested in them and value their role in the family.

				[image: check.png] Tell them their strengths. When tucking your kids into bed or getting them up for school, try telling your kids what you admire about them. Children love hearing about what you value and appreciate — so too does your partner enjoy these comments aimed at him or her.

						[image: WorldWideWeb.eps]
								 Romantic escapes

									No excuses allowed. Finding a place to escape is as easy as tapping your fingers on the computer keyboard. Try these Web sites:

										Australian Bed and Breakfast (www. australianbedandbreakfast.com.au): This Web site details all members of the Australian Bed and Breakfast Council and contains details on tourism spots for each state and relevant accommodation finders.

										Last Minute (www.lastminute.com.au): If you’re lucky enough to be able to plan your romantic escape with only a few days notice, you may find a bargain at this site. 

										BABS (www.babs.com.au): This bed and breakfast site has a comprehensive range of accommodation listed under such choices as garden, gourmet, eco tourism, wheelchair access, wilderness and children.

										Take a break (www.takeabreak.com.au): This site has all kinds of accommodation listed Australia wide, including luxury, pet-friendly, romantic and packages.

								

				Satisfying You

				Regardless of what’s going on outside of work in your family life and social life, your satisfaction with your job is based on the actual job itself. Therefore, when you’re making career decisions, you need to think about yourself first. No, I’m not saying that you drag your surf-loving family to Greenland for you to fulfil a far-flung career fantasy, but that you consider what kind of job can satisfy you at work. Ask yourself this question: What job would I like to do that can make me want to go to work and that also won’t disrupt my home life?

				A recent study shows that key factors, such as being interested in your work, enjoying the control you have over your work and the support you get from your employer are significantly more important for job satisfaction than what happens in your family life.

									[image: WorldWideWeb.eps]
								Blissful blogging

									Taking the time to sit down and jot down your thoughts — whether they be humorous, serious, a list of chores or opinions about world events — is an easy way to give you some ‘me time’ and an opportunity to think about subjects other than work and family commitments.

									A blog is the term used for Web logs or online journals that people with a modem can view, comment on or create themselves. They can be set up with restricted access for writers who wish to keep their thoughts largely to themselves, or opened up to the entire online community. 

									A blog entry can take a few seconds if you choose to write a one-liner or upload a photo, or can be long, involved essays that call on contributions from other bloggers. Many bloggers (myself included) report feeling more creative, more willing to share experiences and develop increased confidence in their writing and communicating skills after they enter the blogging arena. Recent research shows that people who make regular entries in a journal or blog are more likely to feel satisfied with their family life and an even greater number are more likely to feel that their individual opinions matter in their lives.

									Here are some Web sites and tips to start your own blog:

										www.blogger.com: This is a very user-friendly site for people brand new to blogging. The site gives you explanations, a tour of what you can do and many types of blog skins, or visual designs to choose from. If I can use this site, anyone can!

										www.australianblogger.com: For a more local flavour, this site is an ideal starter if you don’t want to risk going global just yet.

										www.cooeey.com: Another Australian blog set-up, this site contains a lot more tech details, such as a Web page, music player and photo downloads. 

								

				Collecting your own case studies

				A useful way of inspiring yourself to continue working out what you value is to hear, read or seek out success stories of other people. In addition to the famed sports heroes, musicians and celebrities that you normally hear about, the case studies I’m talking about concern real people you know who are able to make positive changes to their lives and achieve their goals with little fanfare. 

				You tend to notice these people because they’re like you. You see them at school fairs, in the lunch room, at the sports club or at a friend’s barbecue. And yet these seemingly ordinary folk seem less stressed, less worried about how they appear to others and seem quietly contented. These are the people I suggest you sit down and talk with, and ask a few very simple questions: ‘How did you achieve your goals? What changes did you make so that your life became more fulfilling?’

									[image: RealLifeStory.eps]
								Putting your lifestyle first

									Here are two people who I know — and admire — who live normal lives, enjoy normal activities and yet have taken simple but brave steps to change their lives for the better.

									Mick earned good money working in London for a multinational IT company. His partner, Jo, had just given birth to their second daughter, which put her physical therapy work on hold. Mick felt little passion for his job. ‘I almost started to feel a bit ashamed about the pay packet for work that wasn’t meaningful to me,’ he said. He stayed in his job for another year, and he and Jo saved every penny they could. They then sold up and moved to South Australia where Jo’s family lived.

									Jo found work as a physical therapist and Mick became a stay-at-home dad, occasionally helping a friend with his landscaping business. ‘I loved being outdoors, working with my hands, planning out the best plants for the dry hot summers and drizzly winters and seeing them grow in the weeks and months to come. The salary was about a quarter of my posh IT job in the United Kingdom, but the empty feeling was gone.’

									While his two children were at school, Mick took on landscaping jobs for six hours a day so he could drop off the kids and pick them up from school each day. ‘By the time their bell goes, my 40-something body is ready for a rest. I can also help out on school fete days, see my kids play sports and meet some of the other dads.’

									Mick and Jo have been able to afford a lovely, 100-year-old bluestone cottage to renovate themselves. ‘We’re only 6 kilometres from Adelaide, our commuting and living costs are half what they were in the United Kingdom and our lifestyle has quadrupled in quality,’ Jo said. ‘All I miss is a bit more rain for the gardens here.’

								

								Grandpa’s legacy 

									When my grandfather retired from teaching, he told me, ‘I still don’t know what I want to be when I grow up — I’m constantly learning from those around me.’ In the nearly 30 years he enjoyed after retirement, he was true to his word and learnt beekeeping, travelled all seven continents, played tennis until his late eighties, grew trees for environmental groups, wood-turned some beautiful bowls and made toys for under-privileged children. He helped out at the local opportunity shop, kept up with current events and modern social issues and wrote his autobiography, remaining open to all kinds of new experiences until he died at 92.

								

				[image: RealLifeStory.eps] One Saturday, Anne found herself looking through the employment section of the paper. ‘I was thinking, why are you reading through here?’ Anne had always considered herself lucky to have a well-paying job as a public service health manager with 12 staff and a budget of $80 million dollars, even though she had to start work at 7 am and found it difficult to leave at 5 pm and took work home with her.

				And then a job in the newspaper caught her eye. A respected academic was advertising for an assistant. The pay on offer was half what she was currently earning but the job meant more time at home in the evenings, less time commuting and work in a field that interested her. Anne and her partner John did their sums and realised they could meet the mortgage and household costs on a smaller income.

				Anne took the job. Twelve months later, she no longer wakes during the night, she stops work when she leaves the office and never takes her laptop home. ‘I’ve contributed to research that’s now sought by overseas experts, which tells me I’m doing work that makes a difference.’

				Checking your cerebral health

				How many times have you seen a work mate at a desk reading and instantly thought, ‘Oh, she’s just reading so she’s not busy and I can interrupt her now’? Or, perhaps you see your partner sitting, staring out of the window in deep contemplation and assume he’s just daydreaming? What you assume is not necessarily what these people are doing so choosing the right time to interrupt their reading or thinking time is important. In fact, waiting is better so you don’t interrupt them at all.

				Thinking time is important. The chairman of an environmental agency used to say to his employees, including me: ‘Find half an hour each day for thinking time. Shut your door or stick a note on your cubicle if you have to, but do it.’ 

				Most people spend far too much time running around reacting to situations, putting out fires, worrying about the next big meeting and when an issue will be resolved. They then sigh in relief and muck around as a way of winding down. What they don’t do is sit and think about what they learnt, what they could do better next time and how they can plan for the future. 

				In order to achieve the kind of work/life balance you seek, you need to take some time to really think about what you want long term, medium term and short term, and even just for the following day. 

									[image: TIP.eps]
								 Quick reads to inspire you

									Many people enjoy reading books that help them improve their lifestyles — after all, you’re reading this book. Here are some handy reads that might also inspire you:

										Feel the Fear and Do it Anyway : By Susan Jeffers, this book is written in a very friendly, conversational style and encourages the reader to admit their fears, recognise that they’re likely to always be fearful of change and trying new challenges. And then it helps you to attempt them anyway.

										The Power of Nice : By Linda Kaplan Thaler and Robin Koval, this book deals with working towards your goals and successes, which doesn’t mean you must be ruthless. Nor does it mean that you’re to let yourself be an overworked pushover. The book provides some of the authors’ own experiences to show how thinking and working positively and honestly has ensured their success in the workplace.

										The 100 Simple Secrets of Happy Families : By David Niven, who has cleverly used established scientific studies on key issues affecting families to change thinking and behaviour.

										Who Moved My Cheese? : By Dr Spencer Johnson, this little morality fable is about mice coping with their cheese supply being moved. The book can be read in an hour and makes some very valid points about how to avoid simply coping with change and instead how to anticipate and enjoy change. Its brevity means the book can be read over and over again whenever you need to remind yourself of the need to embrace change.

								

				Brainstorming without a whiteboard

				An easy and effective way to start finding the goals lurking within yourself is via brainstorming. This technique has been widely used in the workplace for years as a useful means to get a group to produce ideas and solutions together without time for judgement. Any ideas that pop into someone’s head are allowed to be yelled out and written down on a whiteboard, no matter how crazy they may seem. Brainstorming with a group of people can often generate a large amount of useful and varied ideas in a short time.

				Take some time now to brainstorm on your own and put your own goals down on paper. Don’t panic. Even if you don’t yet know what your goals are, this little exercise can help you. Find a clean sheet of paper and a decent working pen and sit somewhere quiet. For the next 60 seconds, write down anything and everything you want to happen within the next 12 months. Don’t edit your list or cross out any items or ridicule yourself out of writing them — just get the ideas out of your head and on to paper. This brain-dumping process is an easy way to take the first step towards working out what dreams, ideals and values you have and how to work towards using these to set goals for your future.

				Now go and make yourself a hot drink or get a glass of water and then come back and look (with fresh eyes) through what you wrote. Circle those ideas that are most important to you. Try not to select any more than five; otherwise, your mind tries to talk you out of attempting any of the ideas when there are too many on the list. 

				Alongside these goals, draw another column and make a list of your values and reasons. What’s really important to you regarding goal number one: You? Your family? Your career? Your home? Your hobbies?

				By deciding what your most important values in life are — and lining them up against each of your goals — you can get a clearer idea of what you’re prepared to do, and not do, to achieve them. Table 5-1 shows an example of a brainstorming list of personal goals.

				
					
						
								
								Table 5-1	A Sample Goal-Setting List

							
						

						
								
								My Goals for the Next 12 Months

							
								
								Why I Want to Achieve These Goals

							
						

						
								
								A pay rise or promotion

							
								
								Have experience acknowledged; help out more with mortgage; enable partner to study part time

							
						

						
								
								Get fitter and eat healthier

							
								
								Feel better about myself; more energy, more enthusiasm; set good example for the kids

							
						

						
								
								Reduce my overtime

							
								
								Better family time; have dinner together; help partner more with the kids; set example for work mates

							
						

						
								
								Two weekends away each year with partner

							
								
								Value time alone with partner; rekindle romance; let partner know feelings and appreciation

							
						

						
								
								Start hobby with daughter

							
								
								Learn something new with daughter; discover what we find mutually enjoyable

							
						

					
				

				Now that you have your goals written down, you have something real to look at. Use your list to remind you of your goals in the following ways:

				[image: check.png] Imagine what achieving your goals will look and feel like.

				[image: check.png] Keep the list of goals on a small card within reach — by your bedside, in your diary planner, on your desk.

				[image: check.png] Look at what you’ve written and adjust the words if you need to. 

				[image: check.png] Read and reread your words. 

				[image: check.png] Read and say the goals and the reasons behind them out loud every day for a week.

				[image: check.png] Train your mind to focus on your goals to develop a strong desire to put your plans into action.

				Using visualisation to set your goals

				Visualisation is an extremely effective and simple way to keep your goals fresh in your mind and to be able to ‘see’ the end results of achieving them. 

				A friend of mine, Mary, writes pretend newspaper articles on goals she has set, penning them as noteworthy achievements. She reckons these fun little articles help her ‘see’ what success looks and feels like, even if the goal is as minor as losing 3 kilograms over winter or reading five non work-related books for no reason other than enjoyment.

				Many time-management and life-planning experts use this method of writing down achievements to help set goals. What Mary is doing is beginning her goal with the end result in mind. She’s looking into the future to get a better sense of what the achievement of her goal is going to feel like. Time and again I have read of successful people ‘walking the walk and talking the talk’ of success before they have reached it. 

				The founder of IBM, Tom Watson, used this method when he started the company. First, he created a clear picture in his mind of what he wanted his company to look and to be like. Then he asked himself how a successful company, such as the company pictured in his mind, could go about achieving its goal plans on a day-by-day basis. Finally, right from the very first day of starting IBM, Tom Watson began to act as he’d imagined he would.

				Setting an unrealistic goal, such as saying to yourself ‘I will earn $500,000 by the end of this year’ doesn’t result in a miracle success story. You must break down your goal into manageable stages.

				Say something like ‘At the end of this year, I’ll negotiate and get a salary increase from my boss; next year, I’ll manage a project team from start to finish’. Include a reasonable amount of time to allow you to research your goal, work towards it and set a deadline.

				Judging Your Job Situation

				Company mergers, changes of government, restructures and external audits can all serve as unpleasant reminders that the workplace and jobs are constantly changing.

				People need to adapt to the changes in the workplace.

				Noting what you like about your job

				When you worry about the future of your job, or feel as though you’re under pressure to do too much work in too little time, the job starts to lose any enjoyment or worth. Using a two-column table (shown in Table 5-2), you can write down what you do like about your job to help clear some of the negative thoughts you may be experiencing about your role at work.

				
					
						
								
								Table 5-2	My Job and Me

							
						

						
								
								What I Like about My Job

							
								
								Why I Like My Job

							
						

						
								
								Good salary

							
								
								Better than offered in job market; able to pay mortgage and bills

							
						

						
								
								Interesting work

							
								
								In an area I studied and enjoy; new projects come up regularly enough to keep me interested; boss gives me good opportunities to develop new skills

							
						

						
								
								Friendly and productive team/colleagues

							
								
								Good support staff; professional team; all easy to approach and work with; good senses of humour and camaraderie

							
						

						
								
								Decent hours

							
								
								Flexitime; can work from home at busy times; can leave early for kids’ sports days, and so on

							
						

						
								
								Pleasant office surroundings and facilities

							
								
								Good office space and equipment; prompt IT service; easy administrative processes; located near decent shops and park

							
						

					
				

				Reading back through your list is an extremely effective method of seeing how many qualities you like about your work. Instead of the ‘glass is always half empty’ outlook, having a list of positives on paper can make you realise that your job has a bit more going for it than you first thought. This exercise makes it easier to think cohesively about improving your current or future job prospects with an unbiased eye.

				Acknowledging what you dislike  about your job

				Now the time has come to look at what you dislike about your job and the reasons why, similar to the list shown in Table 5-3. Having the list in Table 5-3 and the list in Table 5-2 in front of you helps you to decide what aspects of your job you can live with, and what aspects of your job you need to change, either immediately or further down the track.

				
					
						
								
								Table 5-3	What I Don’t Like about My Job

							
						

						
								
								What I Don’t Like about My Job

							
								
								Why I Don’t Like My Job

							
						

						
								
								Salary

							
								
								Believe I can earn more by looking for a new job elsewhere; financial commitments too heavy; big expenses coming up (school fees, new car)

							
						

						
								
								Work no longer challenging

							
								
								Been in same position for too long; need challenge and change of scenery

							
						

						
								
								Uncooperative staff

							
								
								Too much bureaucracy; delays in getting things done; no attention to detail; unable to motivate staff

							
						

						
								
								Too much overtime

							
								
								Overtime ‘expected’ instead of ‘appreciated’; need to be seen to be an achiever; tiredness, stress

							
						

						
								
								Low morale

							
								
								Too many restructures; people leaving

							
						

					
				

				Now you have two lists to read through and compare. Your likes and dislikes are going to start forming themselves as questions in your mind: Is the salary worth my staying in a job where the people are unfriendly? Should I risk leaving this comfortable and interesting job to find one with more money but more overtime?

				People often tend to leave their current job and overlook the opportunity to fully examine the job to see if better ways of working can be achieved. Chapter 8 discusses how to find new working arrangements and how to negotiate them with your boss.

				An effective way of assessing the value of your current job is to look at it from an outsider’s point of view. Questions an objective onlooker is likely to raise (which in turn can be useful for you) include:

				[image: check.png] Do you have any control over your job or decision-making?

				[image: check.png] Do your colleagues enjoy their jobs?

				[image: check.png] How could the job be done differently?

				[image: check.png] Have previous people in your job moved upwards?

				[image: check.png] What does your manager think of your work performance?

				[image: check.png] What longer-term strategies could be put in place to make the job more satisfying? 

				[image: check.png] What opportunities does the job offer for training, career advancement and challenges?

				Ask yourself these key questions and you may find that by looking at your job differently, you may see solutions rather than problems:

				[image: check.png] Can I improve my job performance?

				[image: check.png] Can I take on any additional duties or responsibilities to make my job more interesting and satisfying?

				[image: check.png] What new ideas can I try and discuss with my manager?

				[image: check.png] What training can I take at work and outside work?

				Answering these questions honestly can make you realise that the ways in which you take responsibility towards improving your current job are important to your future. 

			

		

	
		
			
				Part III

				Size Isn’t Everything: Small Changes That Work 

				
				[image: Part%20III.eps]
				 ‘As part of my new work/life regime,  I’ll be here for dinner every night.  I thought it’d be useful if we all wore  name tags until we get to know each other.’

				Glenn Lumsden

				

					In this part . . .

					Eating sensibly, exercising regularly, sleeping well, finding relaxation time and revving up your love life helps give you more energy and time outside of work. Common sense? Maybe, but in times of stressful overwork, seeing the ‘sense’ among the deadlines, home chores and empty junk food containers can be difficult.

					Getting to know the true you means finding out what really motivates you at work and in your personal life. In this part, I show you how to make more time for your loved ones — and yourself — and how to set goals that achieve what you want.

				

		

	
		
			
				Chapter 6

				Cleaning Out Your Clutter

				In This Chapter

				[image: missing image file]	Beating procrastination

				[image: missing image file]	Knowing when to tidy your desk

				[image: missing image file]	Discovering better time management

				I believe you can make many changes to your workspace in order to   create more time to do your work. That is, a lot of time is wasted through procrastination — not working out the priority of the work or not planning the work properly. A messy desk and the wrong equipment can cause inefficiency that can cost you hours of extra work. How many of you have a work mate who constantly walks over to ask to borrow your stapler because they can’t find their own in the mess on their desk. A tidy desk would have saved your colleague — and you — five minutes each.

				In this chapter I discuss how you can recognise the signs of procrastination and apply the ‘Do it now’ principle to any of your tasks that take less than ten minutes. Decreasing your daily distractions is another area this chapter covers — showing you how to control your phone calls and emails rather than having them control you.

				I look at how long jobs take, the advantages of batching similar work together and the importance of delegation — not only does it relieve you of work, it provides valuable training for someone else. Finding 30 minutes on Friday afternoon to review your work and plan for the week ahead can free your mind to enjoy the weekend. Planning the week ahead is easy to do and easy to turn into a useful Friday task.

				Putting Off Procrastination

				Australians are working some of the longest hours in the world, with the number of people working more than 50 hours each week rising significantly over the past 20 years. Much of this work is unpaid overtime, and overtime makes trying to balance a meaningful career with child rearing very difficult. Very few people want to work hours of overtime, but feel trapped in an overtime culture. Parents may enjoy their work and enjoy being parents but they can’t find ways to get away from the office when their day’s work should be over.

				One way to avoid overtime is to examine how much of the day’s work has been put off till later because of that dreaded problem — procrastination. Most people tend to overestimate how long or how complex a task is going to take when it’s one they dislike. When you dread doing a particular task, you may sometimes put off the task, believing that later you may be more in the mood to complete it. This task then weighs on your conscience and, as the day moves on, the task looms larger on your lists of jobs to do, creating even more worry about getting the job done. Am I reading your mind in procrastination mode about right?

				Multi-tasking misery

				What many people end up doing is known as multi-tasking — juggling emails, phone calls, voicemail, MP3 players, SMS, laptop computers and talking on the mobile while driving through traffic to a meeting. By the late 20th century, electronic gadgets were seen as handy tools for helping to cope with work overload. These days, electronic gadgets are seen as being the largest contributors to work overload. 

				All of these distractions are ideal fodder for procrastinators. Procrastination can be defined as having an intention to do something or make improvements or changes to something while putting off the action required to fulfil the intention. In other words, you know there’s a task you have to do, but you keep making excuses not to do the task. You may start with the very best of intentions but, when emails and phone calls flood in demanding immediate response, the hours, days, weeks and months can roll by without the job being done. Procrastination increases feelings of guilt because the job hasn’t been done, causes anxiety about what may happen if the job’s not done and causes negativity about the stress and additional workload that putting off the task has caused you.

									[image: RealLifeStory.eps]
								Any excuse to put off work

									Only you can tell if you’re a procrastinator. However, these questions can help you decide. Do you do anything else to avoid a chore you hate doing? Do you allow yourself to respond to every single email, chat to colleagues walking past your desk, jump up to fill your cup from the kettle boiling in the staff kitchen and answer phone calls — even if the phone calls are on someone else’s phone? Here’s some irony for you: Just as I was writing this ­section on procrastination (in a cabin overlooking a glorious cliff top and ocean on Kangaroo Island), the cabin owner’s Tenterfield terrier, Candy, came sniffing at the door. I instantly stopped writing so I could rush outside to pat her ears and scratch her tummy. I could have kept writing my allotted number of words and waited until it was time for a morning tea break to seek her company.

								

				Recognising your procrastination

				Procrastination can also be given the status of ‘need’ for a job to be delayed because you’re terribly busy. Many people have the impression that a person whose mobile is constantly ringing, whose briefcase is always full and whose hands are always frantically tapping on their PDA must be important. This assumption is as untrue as the existence of the Super Woman. People can appear to be excessively busy because they force themselves to respond to everything immediately. Some tasks can wait and others can be worked on before procrastination is used as an excuse because you’re too busy to complete an important task.

				In other words, appearing busy gives you the excuse to put off the job that you don’t like because you can argue that later you have more time to attack it. The problem is that later, you’re still busy doing that time period’s immediate jobs and so the delayed job never gets done.

				Kerry Gleeson, in his book The Personal Efficiency Program: How To Get Organized To Do More Work in Less Time (John Wiley & Sons, 1994) says people are as clever about doing jobs as they are about putting them off. Gleeson coined the term ‘Do It Now,’ which has been universally adopted by many other time management experts. Do It Now means you act on an item the first time you ever touch it or read it. This doesn’t mean you must start working through an entire project, or make a decision that’s not your responsibility to make, but rather to do the part of the work that you can do straightaway. 

								Shuffling the paper piles

									You arrive at your desk, sit down, look at the papers scattered all over the place and pick up one of them. ‘Oh, this is from Roger.’ You clear some space and start a ‘To do’ pile, placing Roger’s on top.

									You pick up a second piece of paper, thinking, ‘Oh yes, I have to call Beth back about that missing quote . . .’ and place that paper on the ‘To do’ pile.

									The third item is a letter of complaint from a customer. ‘Hmm, I need to answer this by the end of the week,’ and this paper goes on top of the pile. A fourth item is a bit of a problem: ‘I’ll have to chat to the boss, next time she’s around, about this one,’ and on the pile goes the problem. 

									The fifth piece of paper is placed on a new stack you probably call ‘To do later’ after you’ve decided that ‘Yes, I need to take care of this but not urgently.’ What happens next is that you waste time shuffling through the papers, re-reading the papers, making ‘do later’ decisions and then re-reading them again when you get another moment to stop what you’re doing and look at the papers that are waiting for you. No wonder you feel as though you’re not achieving anything!

								

				Doing it now — Well, within ten minutes

				Disciplining yourself to do a task within the next ten minutes rather than delaying the task seems like simple advice. But, as you know, changing habits can be difficult. 

				A few years ago, one of my roles was to help other colleagues clear out their desk spaces in order to set up some real work-and-time management strategies they could use. My colleagues showed me their piles of self-described ‘To do’, ‘Do later’ or ‘Waiting on info’ papers and they’d stand back with their hands spread as though to say, ‘You can see how overloaded I am.’ Instead of getting a sympathetic response from me, they’d be shocked when I asked, ‘So, why haven’t you cleared your desk yet?’

				My colleagues’ answers included, ‘I haven’t got around to it yet’, ‘I need to ask someone about it’ or ‘It might take too long’. I’d interrupt with, ‘Well, show me. Don’t put that phone call reminder on the pile, deal with it now.’ Again, after a few ‘Are you sure?’ and ‘But it might be boring for you to sit there and watch me’ remarks, the colleague would make the phone call. I’d set my watch timer and reveal to them afterwards that the task had taken only two minutes. After working through at least three other tasks from their ‘To do’ pile, this colleague realised that applying the Do It Now principle was a way of quickly and effectively eliminating some stressful items from their desk.

				Knowing which tasks take less  than ten minutes

				You can complete a surprising number of tasks in less than ten minutes. That’s right — less than ten minutes. What takes far longer is the time to make up excuses for not doing the work, re-reading the work to assess when you can do it and putting the work back in the ‘To do’ pile without completing it. That wasted ten minutes of shuffling papers could have been time spent completing one or more of the waiting tasks. Here’s what you can do within ten minutes (if you don’t do anything else at the same time):

				[image: check.png] Delegate a task to a trusted colleague.

				[image: check.png] Draft a response to a letter.

				[image: check.png] File or dispose of papers that don’t need action or reading.

				[image: check.png] Leave at least three informative phone messages.

				[image: check.png] Photocopy, post out or fax an important document.

				[image: check.png] Respond to three urgent emails.

				[image: check.png] Return several phone calls.

				If these tasks are done one at a time, without worrying about the next task or without straying into reading non-essential emails or setting up new piles of work, you’re going to be amazed at how much work you have achieved.

									[image: REMEMBER.eps]
								If you’re not going to deal with a job now,  don’t look at it

									Don’t keep looking through your ‘pending’ or ‘do later’ piles of paper if you don’t need to shuffle them. Picking up reminder papers and re-­reading letters wastes time and adds to your stress. Ignore messages and emails that you don’t need to deal with right now. Moving from one job to another, rather than spending a considerable time on one job, makes the day longer. 

								

				Doing the worst jobs first

				Next time you’re in a cafe or restaurant, notice how many people apply the ‘Worst first’ rule to eating. Not only children dutifully eat their beans and carrots before they touch their chips, but also adults laboriously chomp through the side salad before attacking the huge deep-fried schnitzel with gravy, chips and all the trimmings.

				I’m not advocating eating good food first in order to eat bad food, but the philosophy of doing the worst tasks first can work for you. Selecting a task you enjoy the least — and doing that task first — provides two positive results:

				[image: check.png] The job is completed.

				[image: check.png] The next jobs are more pleasant to work on. 

				Putting your ten minutes to work

				Reading about facing up to your less-favourite tasks first is fine in theory. But how do you actually make yourself do the more unpleasant jobs?  Here are some tips to try:

				[image: TIP.eps][image: check.png] Clear your mind. Many thoughts whirling around your brain have nothing to do with the actual task facing you. By working through and completing minor tasks that take less than ten minutes, not only can you get a lot of work done, but it will remove a lot of your niggling worries about work you haven’t got done.

				[image: check.png] Do a job once. Stop creating piles of paper that you plan on working through later. What looks like organisation and making priority piles is actually paper shuffling for no purpose — ‘later’ may never come. Be firm with yourself and do one task at a time. Don’t look at the next piece of paper until the first one is completed and removed from the pile.

				[image: check.png] Do jobs while they’re still easy. Through painful experience, I know that tasks I don’t want to face — however small — end up turning into larger, more destructive and highly embarrassing problems later. When a task is a minor irritation, or you sense a small problem arising, deal with it now and the problem is solved. Merely hoping that problems or unwanted tasks are going to disappear is far more dangerous. These are precisely the problems that turn into crises. 

				[image: check.png] Ignore distractions. Many interruptions are caused by people asking for an explanation from you about why the job you were supposed to do isn’t done yet. No-one likes wasting time chasing up work that’s missed a deadline, and neither do you enjoy spending your time making excuses and having to respond to requests for project updates. When you do the job straightaway, a significant amount of your interruptions disappear. 

				Decreasing daily distractions

				Ringing telephones, constantly arriving emails and knocks on your door can be unwelcome interruptions that prevent you from focusing on the task in front of you. However, unless you live and work on a deserted island, you can’t always stop others from assuming you’re available to deal immediately with their needs. Despite that, you can avoid these interruptions to a certain extent:

				[image: check.png] Delegate. If you have someone to assist you, take it in turns to take each other’s phone calls during busy periods.

				[image: check.png] Get rid of backlogs. Backlogged work creates more problems for you because this work doesn’t go away and you have your current workload to complete as well. Schedule at least one hour a day to identify backlogs that must be completed. Decide which of this work takes priority and clear that first. Work out why your backlog has occurred and put steps in place to prevent the same issue becoming a backlog again.

				[image: check.png] Pat yourself on the back. Guess what, you’re getting the work done. You’re not procrastinating — you’re actionating! Yes, I accept that the word ‘actionating’ is not likely to make the Oxford English Dictionary or the Macquarie Dictionary in the near future. But heck, you deserve a positive verb. You’re finishing your jobs within ten minutes and already your day is more productive.

				[image: check.png]	Schedule an hour per day to return phone calls. Batching up telephone messages means that you can follow up queries or prepare information before you call. You can even try a voicemail message that tells your callers that you return calls at a certain time of the day — for example, between 2 pm and 3 pm.

				[image: check.png] Schedule two times a day to check your emails. Be strict with yourself, because answering emails is tempting (and time-consuming). Stick to your times, read work emails and leave personal or  non-essential emails for your personal time. That way you quickly return to your work.

				[image: check.png] Schedule rest breaks at manageable times. Work these breaks into your diary so you can set times for completing specific tasks and then take a break, knowing that you’ve achieved something. This way you feel refreshed and ready to start on the next task. 

				[image: check.png] Shut your door. People are generally respectful of team members who shut their doors (or stick a sign on their cubicle) asking not to be interrupted. If not, start that culture in your workplace. Talk to your colleagues and establish team norms, such as ‘When my door is closed, I don’t wish to be interrupted unless in an emergency. I will respect other people’s needs to do so as well.’ 

				[image: check.png] Think about what you’re about to do, not what you didn’t do. Constantly worrying about what you haven’t achieved doesn’t help you get your work done. Concentrating on the past wastes your time. Does dwelling on what hasn’t been done get the job done? No. If you start your working days thinking about the past, you’re already behind the starting line. 

				[image: check.png] Turn off your electronic gadgets. Switch off your mobile phone, pager and PDA when you’re attending a meeting or working on a specific project with a tight deadline. Electronic gadgets have message facilities, so you won’t miss out on anything important.

				[image: check.png] Unsubscribe to outdated or useless email newsletters. Email newsletters clog up your in-box and waste your time reading when you don’t need them. Regularly review which mailing lists, newsletters and updates you need.

									[image: REMEMBER.eps]
								Not every job can be done now

									So you’re going to deal with your pile of jobs now rather than put them off. But what happens when you start to pick up a piece of paper on your desk that reminds you to phone a client, and the client doesn’t answer your call? Here are some tips to get the job done: 

										Find out if anyone else at the destination of your call can help you instead. Or have your assistant or a colleague follow up the call for you. If you need to make the call, find out when your client is in the office and schedule the call in your diary.

										Leave a message that passes the client on to your colleague who has the infor­mation the client needs. This means you don’t have to take the call again.

										Look at the message to see if it contains information you can gather before returning the call to avoid your having to ring again.

								

				Tidying Up Is Not Just a Job  for Slow Days

				Although people pay attention to their personal cleanliness by making sure they shower and wear presentable clothes to work, many leave their desk spaces looking far messier than they’d consider acceptable at home. Many highly trained professionals can write informative articles, design engineering specifications or stitch a wound, but have no idea how to organise the space in which they work. This observation is often swept aside with comments, such as ‘They don’t pay me to do housekeeping.’ A cluttered workspace makes doing work you’re paid to do more difficult.

				For example, imagine you decide to appoint an accountant to do your tax returns this year. If you walk into the accountant’s office and see an over-flowing rubbish bin, a stack of financial magazines balanced precariously on top of a haphazard bookshelf and a distinct odour of old banana, are you going to feel confident that this accountant is organised and professional enough to deal with your finances?

				Clearing out your clutter

				Chefs are always taught to ‘clean as you go’ so that all food scraps, spills and sticky messes are not left to be tidied up after a long shift in the kitchen. Art students, too, are taught to properly seal their paints and wash their paint brushes so that they’re not damaged. Chefs and artists start with a clean environment each day. Arriving at work to a clean and tidy desk space, which contains your most important tools and the work you need to complete, makes sense. 

				Applying the chefs’ clean-as-you-go method to desk spaces is easier than you may think. Clearing up space during the day, and completely at the end of the week, prevents build-up of unwanted clutter that makes working effectively so much harder. 

									[image: REMEMBER.eps]
								Having the messiest workspace doesn’t mean you’re the busiest worker

									For many people, filing documents out of sight creates concern that they won’t be able to find the documents when they need them. Some people also like having older files of completed projects on their desk to enhance the perception that they’re very busy and important. What happens is the reverse. When I see ‘historical hoarding’, I assume the person isn’t organised enough to archive the information — or worse, the person is putting up a wall to prevent new work challenges. 

								

				Discovering that out of sight  is not out of mind

				Many people worry that when they can’t see papers on their desks, they forget to work on them. What can happen instead is that the workspace gets filled up with what I’ll call ‘visual noise’ that makes people feel like giving up before they start. What also ends up occurring is that a lot of what they think is current work is actually old and irrelevant information that makes locating bits of paper and file notes for their current work even harder to locate.

				During desk-cleaning exercises, I find that at least 75 per cent of paper found on desks isn’t needed for that day’s — or week’s — work.

				Working with ‘working files’

				File away out-of-date files on your desk or in your drawers. These spaces are only for files that you’re currently working on. By keeping just your relevant files, you can locate information faster and increase your efficiency. Finding a draft document in a folder while you’re on the phone talking to your client makes life a lot easier.

				Your working files can divide into four categories:

				[image: check.png] General Information: This file includes key telephone numbers, account codes, financial details and regular procedures.

				[image: check.png] Matters to be discussed: This file effectively keeps any queries or issues that need permission or advice from someone else. If you answer to or supervise more than one person, set up an individual file for each person.

				[image: check.png] Monthly functions: You may need several of these files, depending on which monthly tasks and reports you’re required to use on an ongoing basis. 

				[image: check.png] Project files: Give these files their official names so that if you get ‘hit by a bus’, any of your colleagues can find them and instantly know what you were working on and at what stage you were.

				As soon as these projects are completed or the regular functions become no longer your responsibility, file them away. Reassure yourself that they’re not destroyed. You can locate them when you need them — and your workspace is no longer cluttered.

				Replenishing your toolbox

				When I started working for a busy director responsible for managing more than 100 staff around regional Victoria, he asked to borrow my hole punch, struggled to find a pen to jot down notes during telephone meetings and he had only one tray to hold his handwritten phone messages and working files.

				What he lacked was the basic stationery items required to do his job. He became one of the first ‘victims’ of my desk-clearing course. All of the stationery items he thought he didn’t own were found amid the clutter. Excess boxes of pens, dozens of sticky note pads and far more items were returned to the central stationery cupboard. The broken staplers, blunt scissors and ancient rolls of non-sticky tape were flung into the bin. The result was a clean workspace with a drawer full of essential equipment in good working order.

									[image: TIP.eps]
								The fantastic four —  Desk-top trays to make your life easier

									These four trays on your desktop should keep your clutter — and your mind — organised and every paper filed where you know to find it:

										In: This tray is for brand new work, not for storing any problems, stuff you’ve handled several times or reading material. You take documents out of the in tray and do something with them immediately, even though you may just make a relevant phone call file the document away. This tray spends most of the day empty.

										Pending: This tray is for current work that you’re holding while you wait for information. Pending doesn’t mean procrastination. The tray contains papers that you began treating but couldn’t finish (for example, you’re awaiting a return call, you were interrupted to do a more urgent task or you require information from another colleague). This tray should be checked every day so nothing languishes for longer than two days. 

										Out: Put your finished work here. Each time you leave your desk to go to the toilet or have a coffee, remember to take your completed work out of here and distribute it.

										Reading: This tray can be a hard one to control. I tend to find that a reading tray can soon become a Leaning Tower of Pisa, filled with documents I’d like to read but never will. This tray needs some brutal decisions. If you’re given a document that’s vital to read, put that document on top of the pile. Read through the table of contents and executive summary to decide whether this is a document you need to read through now or later. If the document is ‘interesting, but not vital’, put it at the bottom or see if someone else in your workplace will find it more useful to their work. If it’s ‘interesting but not relevant’, then bin it — that bin under the desk is the handiest ‘tray’ of all.

								

				Making Time Management Work

				Believe it or not, you have a great deal of say on how, when and why you do the work you do. Your boss trusts you to do what you’re employed to do and to do it on time. How you do the job is largely up to you. Applying some easy time-management techniques may not give you a bonus of three hours every day, but time management can help you streamline your work so you’re not suffering overload and leaving work at 8 pm every night.

				Loosening the chains of  email and phone calls

				Mobile telephones and emails allow you to work virtually anywhere you like and still be in constant contact with your work colleagues and customers. What you need to watch is that phones and emails can demand your attention immediately and take your mind away from your core work.

				[image: TIP.eps] You can take control of telephones and emails by deciding when you’re going to respond to them. Treat phone messages and emails like faxes, posted mail, packages and reading material so that you decide what needs to be dealt with first — rather than responding to which screams the loudest.

				Easier emails

				Receiving up to 150 emails a day is not unusual in a busy workplace. The way to deal with this many emails is to respond immediately and then delete them (if that’s your company policy) or file the email message (if that’s the way your company records emails). People often don’t delete emails (or move them to appropriate subfolders) after they’ve read and answered them, which creates an unnecessarily cluttered in-box that becomes more stressful for you as it grows longer.

				Effective ways to make managing emails easier include:

				[image: check.png] Creating email files. Every email system has facilities for filing away emails that you’re not ready to delete yet. Click and drag pending emails out of your in-box into an appropriately named file.

				[image: check.png] Reading your emails only twice a day. Resist the urge to read emails until you have time to respond to them. Schedule half an hour in your diary to read, respond and delete emails first thing in the morning and, say, 3 pm in the afternoon.

				[image: check.png] Responding immediately and deleting. Respond to emails that need less than ten minutes (which will be most of them). Then delete the email from your in-box so you have one less task staring at you on screen.

				[image: check.png] Saving paper. Electronic email was introduced to save paper. Remember! Printing out emails defeats the paper-saving purpose. Unless it has to go into a paper file, don’t print the email. 

				[image: check.png] Turning off the automatic reminder notification. This is the single most useful way to save time if your workplace permits you to do so. Turning off the automatic notifier means that you don’t know what you have coming in until you have time to find out. It also stops tempting you to interrupt your work and stray into email.

				Valuable voicemail

				Voicemail is one electronic system that more than satisfies me — that is, when voicemail is used correctly. Perhaps I should tell you what voicemail — the ability for someone to leave a message on your phone at work for you to retrieve it later — should not be used for:

				[image: check.png] Avoiding calls that you should be taking

				[image: check.png] Deleting messages without listening to them first

				[image: check.png] Forgetting to check it twice daily

				[image: check.png] Having an out-of-date outgoing message on it (for example:  ‘I am available five days a week’ if you’re now working three days  per week)

				Now that the negative stuff is out of the way, voicemail can offer these advantages for your work day:

				[image: check.png] Enable you to listen to all messages, write down the details and prioritise them in order of importance and urgency, get the information requested and return the call at a suitable time.

				[image: check.png] Get set to automatically pick up your phone calls after the first, third or fifth ring, if you’re not following the ‘avoiding calls’ tip. If office rules permit, leave your phone on silent or the very lowest decibel ring so that you’re not distracted from your work, wondering who’s just called and why.

				[image: check.png] Leave an outgoing message to your callers as to your availability. For example: ‘I’m out of the office this week but can return your call on Monday the 27th . . .’, or ‘Please note that I can return your call at 2 pm today.’ Messages enable your callers to find out when they can expect your call.

				[image: check.png] Leave a message suggesting what information your callers should leave on your voicemail. This sounds so simple but you can forget or assume that everyone will leave you their full name, phone number and reason for calling. This safeguards against receiving useless messages, such as ‘It’s Ned. It’s urgent you phone me back.’ You don’t know where they’re from, what their concern is or their number! As a better alternative, include something like this: ‘Please leave me your full name, what company/organisation you are calling from, your contact number and the reason for your call so that I can get back to you with the information you need.’

				[image: check.png] Write down the date and time the call was received. Practical information that can help you decide the priority of each call — especially if you have been out of the office for a few days (although I’m hoping you would have updated your outgoing message to advise your callers of that fact!).

				People power

				Not everyone has access to voicemail. At one organisation where I worked, voicemail was forbidden. The CEO wanted everyone to answer the phone within three rings to ensure good customer service. This approach can be very effective when everyone in a team is knowledgeable about the same subject. However, when you’re in a workplace with separate and specific projects, having to answer a call only to say, ‘Sorry, I have no idea. I’ll have to get Fred to get back to you’ is just wasting the caller’s time, Fred’s time and your time when the call could have been taken by voicemail.

				Nevertheless if voicemail isn’t available to you, you can easily develop a team phone-share system in your workplace. Arranging to transfer your phone to someone for a couple of hours in the morning — and you doing the same for them in the afternoon – gives you both uninterrupted time to do your current work and deal with returning your calls later.

				Timed telephone calls

				In addition to all of the emails discussed in the above section, you may get 20 telephone calls a day, each requiring your time and attention (this figure is much higher for call-centre employees who are contractually required to answer and deal with phone queries immediately). 

									[image: RealLifeStory.eps]
								Taming the telephone at home

									Justine says: ‘When our home phone rings after a long day at work, I never want to answer it. Even though I know the caller is probably someone I care about and normally would love to speak to, having another phone conversation is not what I want.

									‘My husband and I now leave our answering machine on between 5 pm and 8 pm because these are the hours that are most important to us and the time to spend with our kids. Telemarketers don’t leave messages so you often hear a click as they hang up. My parents and friends now know that leaving a message is better and we’ll get back to them sometime soon.’

								

				Batching telephone calls means that you allot a particular time each day to return any calls you’ve received. Batching your calls can

				[image: check.png] Help you decide which telephone calls have priority

				[image: check.png] Help you get the information required to return the call effectively

				[image: check.png] Save time without interrupting your current work

				An urgent phone call can come in that overrides any other work you’re doing. However, sticking to your goals to control phone calls is important.

				Delegation can be defined as the giving of tasks or duties to someone else as your representative. That is, you forward tasks to a colleague. Far from being a public admission of not being able to cope, delegation is a very positive step. Good delegation can

				[image: check.png] Free your work time

				[image: check.png] Provide on-the-job learning opportunities for others

				[image: check.png] Show a colleague that you value his or her work

				[image: check.png] Show trust in a colleague’s work and experience

				Delegating tasks to others doesn’t mean that delegators can then ‘wash their hands’ of the task. The person who ‘owns’ the task continues to take responsibility for ensuring the job is completed well and is on time. 

									[image: Warningbomb.eps]
								Bad delegation equals a bad boss

									I once worked for a department manager  who sat on tasks — for which he didn’t have the skills to tackle or was too busy to complete   — sometimes for weeks. On the afternoon before a report was due, he would call me into his office and ask me to ‘drop everything’ to ­complete the work. His instructions about the task were often very vague. This all-too-­frequent ineffective delegation produced these outcomes:

										An unsatisfactory result due to lack of information provided, unclear instruction and not enough time to complete the job.

										A stressful workplace because of the crises points.

										Blame for the person the job was delegated to when the task was not completed satisfactorily because of lack of time.

									Not surprisingly, he is not a senior manager any more.

								

									[image: TIP.eps]
								Recognising and using effective delegation

									A good delegator actively demonstrates the following elements in their day-to-day work:

										Ensuring that the staff member fully understands the work required of them and the deadline for submission of the work

										Finding the right person (with the right skills, experience and availability) to do the job

										Giving staff opportunities to learn new skills by providing them with more challenging tasks and responsibilities

										Giving a staff member the task as soon as possible to allow them enough time to complete the task effectively

										Helping develop a timeline or project plan with the staff member (if needed)

										Keeping up to date with the progress and remaining available for queries and advice

										Maintaining responsibility for ensuring the task is done, but publicly crediting the person who did the work

										Providing clear instructions to the person receiving the task and explaining why the task is important

								

				Organising achievable follow-up systems

				Good delegators need to keep monitoring the tasks they have given to someone else to do without unnecessarily interfering with the task. The delegator also is available to the staff member when information or assistance is needed. This may seem like walking a fine line, but it isn’t. After you decide on a date when the work is to be returned to you, make a note of that date in your diary. If the task is relatively simple to complete, then no monitoring is necessary. Tasks that take several days or weeks to complete need follow-up with the staff member at specified stages of the work. 

				Befriending your diary

				Your electronic diary can assist with delegation. I used to have problems finding an opportunity to talk to my director for advice. Now I use our software’s ‘invitation’ feature on the electronic diary to see when he or she (and others we need to meet) is free. Then I can set up meetings for a time that’s convenient for both of us. 

				Planning in chewable chunks

				Ideally, you need to set your electronic diary to the one-week-at-a-glance viewing option. That way you can clearly see what’s on your plate for the week without worrying about meetings or appointments that may be overlooked (out of sight, out of mind…). 

				Your diary can do much more than just record your upcoming meetings. With responsibilities and tasks that take more than ten minutes to complete, book a time to do them in your diary and stick to that time. Respect that booking as you would for any meeting you’ve scheduled with your boss. For example, you have a monthly expenditure report due on the first Monday of every month. Schedule your diary to run the report by the Friday morning beforehand so that you have time to analyse the report and be prepared to present and/or discuss it on Monday. 

				Maintaining your new habits

				You’re now saying ‘No’ to procrastination, doing a job immediately it arrives in your in tray, you have a clean and organised workspace and you’re delegating work where appropriate and planning your week ahead. So how do you keep up these new habits when the realities of unplanned events, interruptions and emails come flying at you on a Monday morning?

				First thing in the morning

				First, you look at your diary to see what lies ahead of you for the week. Stick to that schedule as much as you can — hopefully, you have scheduled two time periods each day to check your emails and batch your phone calls. Keep this up — you find you have more time to concentrate on other important tasks because these distractions are boxed into specific times.

				Block out the first hour (or two if you’re determined) of each day for yourself. If you’re an early bird, then you can think, plan, read and get a few non-contact tasks (for example, writing a letter, working on a report) done before other colleagues arrive for work. 

				Planning for the unplanned

				No-one can fully plan their eight-hour day. With the best will in the world, you still need time off for the toilet, having a glass of water, a cup of coffee, lunch, conversations . . . let alone an urgent task. 

									[image: Warningbomb.eps]
								Easy and effective weekly planning

									I make sure not to schedule (or attend) any meetings after 3 pm on Fridays and — when I have the power to do so — set deadlines for Wednesdays or Thursdays to give breathing space for any unforeseen events. This means that my weekend can start without any work worries hanging over me.

									Book half an hour in your diary on Friday afternoon so that you can:

										Add in rest and ‘lag’ times — to travel to and from meetings, a mid-morning break, lunch, mid-afternoon break — everyone needs to take a breather!

										Book in half an hour at 3 pm on Fridays for your weekly review and planning — by making this a regular weekly event you will become better and better at properly planning your working time.

										Open your diary (electronic and/or paper) at the ‘week-at-a-glance’ view.

										Prioritise them — the most important at number one, the least important at number ten.

										Put in the regular meetings you have already committed to, then schedule in chunks of time for your tasks as per their priority order.

										Write down all of the tasks you need to do the next week.

								

				For every appointment, task time, email reading or phone-call time booked out in your diary, put in 15 minutes of ‘lag time’ between each entry. This allows for any delays, urgent tasks or simply recovery and thinking time before tackling the next job in your day.

				If you’re asked to complete a job that wasn’t planned but is urgent, then this job makes a dent into your planned work. You may have to delay one of your other tasks to next week. This is what I call covering your butt. If you’re asked to do another task, take your diary in with you. Show the diary to your boss and say, ‘Sure, I’ll be happy to help you, but I’ll show you what I’ve got on my plate today/this week and we’ll see what can be done next week.’ This means that your boss is aware of the tasks you’re doing and you’re not displaying a reluctance to be a helpful team member, and you’re able to negotiate either a different timeline for the new task or for the task that it replaced.

									[image: RealLifeStory.eps]
								You deserve an early mark on Fridays

									An engineer friend of mine always leaves his office at 4 pm on Fridays. He noticed a few years ago that at times when he arranged to leave early on a Friday to catch a plane for a holiday or to go away for the weekend, he could get through all the work in time to leave comfortably at 4 pm.

									‘Why not do this every week?’ he reasoned. ‘I now know that on Fridays I have seven hours to do my tasks instead of the usual eight hours and I’m out the door at 4 pm whatever the weekend holds.’ 

								

			

		

	
		
			
				Chapter 7

				Being a Legend in  Your Own Lunch Time

				In This Chapter

				[image: missing image file]	Taking a break to refresh yourself

				[image: missing image file]	Working out at lunch time

				[image: missing image file]	Taking your break in the office

				[image: missing image file]	Eating yummy food

				The days of hour-long lunch breaks where everyone drops what they’re doing and walks out of the office at the same time are long gone. However, experts are finding that all workers need to get away from their keyboards at lunch time in order to feel refreshed and more productive in the afternoons.

				This chapter shows you how to start taking your lunch break (and regular, smaller breaks) without feeling guilty or that you’re letting down the workers who don’t stop for a break. I include useful ideas on activities you may like to try during your lunch time, after you eat and before you return to your desk.

				Lunch breaks can also be used to do personal chores to save valuable time after work or at the weekends. This chapter has tips on how to shop for clothes, do your banking and stock up on groceries in your lunch hour.

				[image: REMEMBER.eps] Dinner time is time for a break. Dinner is time to spend with your loved ones, especially when you take the trouble to sit around the family table and discuss the day’s events.

				In this chapter, I discuss why having dinner as a family is important and how you can make dinner time the best and most interesting time of the day.

				Breaking the ‘No Lunch Break’ Trap

				The levels of obesity among Australian adults and children are on the increase. However, that knowledge is usually not enough to motivate people to get out and exercise. You have genuine motives for wanting to exercise — to improve your health, increase your energy levels, keep your weight down, be part of a team or just because it makes you feel good — but the time factor prevents you from doing much about your exercise goals.

				The need to exercise is one very powerful reason why you need to claw back your lunch time. If you’re like me, you have full-on work and home commitments that you struggle to juggle. Therefore, you may decide to sacrifice your lunch break to fit more into your day. You may also be telling yourself that if you spend lunch time at your desk, you won’t have to work back, and maybe — just maybe — you can even leave a bit earlier than usual.

				What actually happens is that inhaling an unhealthy takeaway over your computer, while continuing to work, doesn’t give you much more time and can actually reduce your productivity and disturb your work/life balance. Many experts agree that most people aren’t able to be fully productive in the office for eight hours straight. Our eyes, brains, hands and bodies need rest stops and an occasional change of scenery in order to work at their best. Ask yourself these questions: Will you be more productive if you take five minutes to bolt down a sandwich and continue working on the report until you have a blinding headache? Or should you get up, do a few good stretches, go for a walk in the sun, have lunch in the fresh air and come back to the report with a clear head and a refreshed body?

				Instead of working through your lunch break, see the break as your own special chunk of time — to rest and do what you feel like doing, not what you think you have to do.

				Escaping your office

				If you find that you rarely get any ‘alone time’ at work, then definitely reclaim your lunch break. You have a right to step away from your work, eat your midday meal and refresh yourself. Make an appointment with yourself — no job, home or family responsibilities for the next 30 to 60 minutes.

				Leaving your workplace during your lunch break gives you a genuine escape as well as opportunities for exercise, errands, fresh air, stretching, thinking and reading. Bring a simple and healthy lunch from home so that you don’t have to waste precious time in line at a takeaway shop or cafe.

				Exploring your surroundings 

				Get out of your office. You heard me: Get Out! I mean it in the nicest possible way. When the time comes for your lunch, collect a good book and your walking shoes and head outdoors. Find a spot on a secluded patch of lawn, under a shady tree or bags a park bench and treat yourself to a chapter of a novel you’ve been wanting to read. Or don’t sit down at all. Spend your break exploring your surroundings and getting some quick and easy exercise. If you work near a residential area, take a walk through the neighbourhood and collect ideas for your own house and garden. 

									[image: TIP.eps]
								 Using your lunch break effectively 

									If you take your lunch to work (and avoid ­wasting time in takeaway shops) you can try

										Avoiding the lunch rush. Schedule your lunch breaks earlier or later than the standard lunch hour to avoid the worst of the lunch crowds.

										Donating blood. You can use your lunch hour potentially to save someone’s life — and you get to lie down and have a free snack after you’ve made your important donation. 

										Enjoying the local park. Find a pleasant spot you enjoy or use the walking track or bike trail.

										Having a nap. In some European countries, a two-hour siesta is still a tradition. I’m not suggesting you slump at your desk for two hours, but if you have your own office, you may be able to catch a power nap at lunch time. 

										Learning something new. Many local councils and inner-city university campuses hold lunch time lectures and concert series. Read the local paper for your workplace’s council area to find out what interesting events are on.

										Leaving the car at work. Whenever poss­ible, choose activities within walking distance of your work so that you can get some exercise and avoid the hassle of driving and having to search for a park in a busy area.

										Using the phone and the Internet. Make a few calls — to your parents, or friends you haven’t seen in a while. Use the Internet to shop, catch up on current events or enjoy your favourite Web sites. 

										Visiting the library. Browsing and reading in libraries can be very relaxing. Choose a book and keep it to read at lunch times. Modern libraries offer DVDs of films as well; pick up something you can enjoy with family or friends without having to make an extra trip to the video shop. Go back every couple of weeks to return or renew borrowed materials. 

										Window shopping. Check whether your work area has any interesting antique or art shops, or shops selling whatever takes your fancy. 

								

				Time-saving tasks

				One aspect of working full time that irritates me is having to spend either one weeknight or wasting the best part of Saturday doing the grocery shopping. I see hundreds of other tired and stressed working parents with shopping lists and unhappy kids in tow trying to find that dream parking spot just outside the door of a shop that sells everything you need.

				Lunch time at work can be the perfect time to carry out minor chores that would otherwise eat into your valuable weekend time. I usually ride my bike or take the bus to work and have fairly thoroughly explored the area surrounding my office to find out what services and shops are available. Whether you’re based in the city, in the outer suburbs or in the country, you can try these shops and services to visit in your lunch break:

				[image: check.png] Bank: Legend has it that people queue in banks at lunch time but this isn’t often the case. Many people today bank online or via the ATM so if you need to visit the bank, you won’t find the lines of customers who used to do their banking at lunch time.

				[image: check.png] Dentist’s surgery and medical centre: Working sometimes means you can’t get to your doctor when you need a doctor. One-stop medical centres are a boon to working parents when you can get a minor but irritating condition treated at lunch time near the office and tell your own doctor about it when next you visit.

				[image: check.png] Hairdresser and beautician: I don’t consider myself a ‘high maintenance’ person so a simple haircut fits well into my lunch break. This again saves time because haircuts on busy Saturdays always take longer than during the week — and you have to juggle them with taking the kids to sport and doing the washing. 

				[image: check.png] Mechanic/car servicing outlet: If you have a reasonable car service station near your office, then book your car in while you’re working. Most open from 8 am and offer same-day service. Nothing is worse than losing your car at the weekend when you need it for the sports run, and so on.

				[image: check.png] Newsagency: Not only a place for magazines and papers, newsagents also sell greeting cards, cheap ‘how to’ books and novels, stickers and stationery. I find many presents for my daughter’s friends’ birthday parties when I call in at lunch time to buy my bus passes.

				[image: check.png] Pharmacy: Drop off prescriptions on the way to work so the filled order is ready for collection at lunch time. This avoids prescription queues on Saturday mornings.

				[image: check.png] Post office: Post offices are no longer just for stamps. As well as paying bills over the counter, you can buy watch batteries, stationery, gifts for overseas friends, jewellery, children’s presents and books.

				[image: check.png] Supermarket/deli: If you have only a small shop nearby that’s a bit pricier than the larger stores, then buy just what you need that day. If you have a larger shop, then buy only what you can fit into your shopping bag or backpack. These degrees of shopping during the week don’t cost too much more money and cut the weekend shopping back.

				Furthering friendships

				Sometimes, more time to spend with others is your goal. When your day is crammed with work, family and home, your lunch break can be used to catch up with friends, and for a little romance — sounds better than a soggy dim sim at your desk, doesn’t it?

									[image: TIP.eps]
								 Avoiding places you don’t want to be in  at lunch time

									Sure you can find great places to visit in your lunch break, but other places offer situations that add stress rather than giving you a chance to relax. Please don’t do any of these:

										Eat at your desk. Multi-tasking is messy and doesn’t allow you to simply sit back, rest and enjoy what you’re eating. If you eat at your desk, you’re multi-tasking because you have to deal with colleagues talking to you, the phone ringing for you and — horrors — the boss demanding your presence. And you’re probably going to overeat later in the day because you can’t even remember having lunch.

										Eat on the run. My grandmother didn’t approve of eating in the street so what would she think of eating on the run. It’s about digestion — which can’t work properly when you’re stressed and hurrying somewhere while gobbling down a sandwich — and presentation — which can be very ugly, dropping food on your clothes as well as on the ground.

										Enter fast-food places. Yes, healthy fast-food options do exist, but why buy a tub of yoghurt (at twice the supermarket price) in a place that smells of hot chips. Stay away!

										Play the pokies or visit betting shops. Save your money and your time and cross these off your leisure list. Betting forums are designed to make time slip by so you don’t even notice your lunch break. And the stress of losing money is not enjoyable. Remember, you can’t win in the long run.

										Visit the pub. Alcohol is not a good idea for alertness or health and some workplaces have a clear no-alcohol policy. Add to that fried pub meals and the lure of the pokies. Visiting the pub is even worse than eating at your keyboard.

								

				Use your lunch break as an opportunity to get to know your work mates. By asking a new colleague or someone you fancy knowing better to join you for lunch in the park, you can increase morale and make a stronger contact in the office. You may even discover you share similar hobbies, sense of humour or interests that can lead to a friendship outside of work. Try developing your chats into a regular power-walking session.

				Use lunch breaks too to catch up with longstanding friends you don’t see often enough. Find out if any of your friends live or work close to your workplace and arrange to meet them for lunch. You offer to bring the sandwiches and they can bring the coffees or juices. If your parents or other relatives are close by, take your homemade lunch and make a quick visit. Making this a monthly routine can ensure you don’t lose touch. 

				Sometimes, the people you spend the least amount of time with are those you live with and see every day. You love each other dearly, but time at home can get too busy for you to talk about the subjects you need to discuss. If you work near each other, get together for lunch. Take a quick walk in a park, or meet for a cup of the best coffee in the area. Decide to talk about matters related to chores, kids or housework. Or decide to talk just about yourselves. Live on the edge and try holding hands across the table, looking into each other’s eyes as you talk. Hopefully you can re-ignite a tiny spark that may still be flickering after the kids are in bed. 

				If your partner or best friend works too far away to meet up with you in person, make lunch time a chance to pick up the phone. Eat your lunch and then head to a pleasant spot with your mobile phone to find out what’s going on in your partner’s day. If mobile phone bills scare you, use the office phone, if your employer doesn’t mind you making personal calls in your lunch break. You can also send emails to your family and friends, updating your family’s news. 

				Getting Physical

				Many people believe that you have to train like a marathon runner to get any real benefit from exercise. Not true. In fact, many studies show that moderate physical activity helps protect you against a wide range of diseases such as diabetes, stroke, colon cancer and breast cancer. Medical experts have also found that moderate physical exercise reduces the risk of osteoporosis and can help in the treatment of depression.

				This raises the question: What does moderately vigorous activity actually mean? Nothing too scary. Any activity that causes you to start breathing a little bit harder than usual and causes your heart to start beating faster than usual is moderate exercise. For example, if you can still talk normally (just), but you can’t sing, you’re exercising at about the right level of intensity. 

				Exerting yourself easily

				Examples of suitable activities you can do at lunch time include

				[image: check.png] Bike riding: Get out in the fresh air or inquire whether your employer has a deal at the local gym.

				[image: check.png] Swimming: Great for people who are overweight (or not) and who have a swimming pool near their place of work.

				[image: check.png] Walking: Very easy to do and good for nearly everyone because you’re doing a ‘weight-bearing’ exercise, walking helps protect against osteoporosis in the legs, hips and back. 

				[image: check.png] Working out at the local gym: Many gyms run lunch-time classes for busy workers. The classes last 30 minutes so you have time to shower, dress and eat lunch afterwards.

									[image: RealLifeStory.eps]
								Making time for a run

									My friend, Ian, is a very keen runner who’s completed four marathons and has plans for more. He loves to run at least three lunch times each week.

									Ian says, ‘I used to feel bad about taking 40 ­minutes to run 9 kilometres and then another half hour to shower and eat lunch when everyone around me was still working and grabbing a bite to eat at their desks. 

									‘Then I thought about how healthy and refreshed I feel and how I seem to be the most energetic and positive person by mid afternoons. At that time of day, my work mates are getting tired and starting to reach for the coffee and chocs, which I reckon makes them feel worse. I now start work at 8 am and leave at 5.30 pm so I can have my runner’s lunch and I’m proud of it.’

								

				Regaining strength through resistance

				As well as doing 30 minutes of moderately vigorous activity on most days of the week, taking on some resistance activity and flexibility training (for example, stretching) is important. Resistance training helps to maintain your strength and muscular endurance, which is even more important for older people because their muscles lose strength with ageing. Resistance exercise is the only form of activity that slows down the rate of loss of strength. Exercises such as push-ups, sit-ups and chin-ups are good examples and they’re free.

				Organised and non-competitive exercise classes can be good for people who struggle to find the time and/or motivation to exercise. Examples include aquarobics (a good start for the unfit, the elderly or beginners); karate; spinning (on bikes, not at wheels with wool in your hands); aerobics and circuit training. Pump and step classes can also be an effective way to extend your social networks by organising a few of your work mates to attend a class with you.

				In addition to your daily 30 minutes of exercise, you can boost your activity by heading back to your place of work using one of the following:

				[image: check.png] Ride a bike if you have access to a safe route

				[image: check.png] Use the stairs instead of the lift

				[image: check.png] Walk short distances rather than drive 

									[image: REMEMBER.eps]
								Speak to an expert first

									Getting professional advice, from a personal trainer at your local gym, about how you can safely and effectively include resistance training or weight training is important. 

									You don’t want to end up taking on more than your body can handle and end up with injuries.

									A suggested weekly training schedule could comprise four days of brisk walking, swimming or bike riding for a total of 30 minutes each day, 10 minutes of resistance exercises on one day and 20 minutes of light weight training on another day.

									The personal trainer will organise a written routine for you to follow and the cost of one appointment is minimal.

								

				Successfully Staying Inside

				Don’t let a rainy day or a heatwave stop you from having a lunch break. You have many opportunities to eat your lunch and then escape into the online world instead. 

				Close your office door or stick a note on your cubicle saying, Out to Lunch. Now you have a chance to catch up with your favourite bloggers or Web sites (making sure that they’re ‘work-friendly’, according to your employer’s policies). Do a little blogging yourself (refer to Chapter 5 for more details on how and why blogging is good for you). If that’s not an option at your work, bring a book or magazine in (not work related) and venture off somewhere quiet to read. 

									[image: WorldWideWeb.eps]
								Web sites worthy of your lunch time

									Let me share with you my favourite Web sites that I visit when the weather’s too yucky to go outside and my brain needs a breather:

										Australian Broadcasting Corporation (www.abc.com.au): For national and international news and links to the ABC shop, TV programs and radio downloads.

										Bureau of Meteorology (www.bom.gov.au): For weather forecasts.

										Cute Overload (www.cuteoverload.com): A very addictive site that actively celebrates the cute and the fuzzy.

										Gone to lunch (www.gone2lunch.com): Actively encourages desk-bound workers to play online during their lunch breaks.

										Internet Movie Database (www.imdb.com): Incredibly detailed site on just about every movie ever made, with links to actors, directors and, sometimes, their errors.

										Neatorama (www.neatorama.com): A fun site to read about the inventive and the plain weird in this world.

										Sydney Morning Herald newspaper  (www.smh.com.au):  For news and ­current affairs.

										The Age newspaper (www.theage.com.au): Great for news and lifestyle articles, The Age is the Melbourne sister to the Sydney Morning Herald.

										World Newspapers (www.world-­newspapers.com): Saves time looking for sites of US and UK newspapers I sometimes like to read.

										Wikipedia (www.en.wikipedia.org/wiki): Can tell you pretty well the meaning of anything. Just remember that anyone can contribute to Wikipedia so it may not always be accurate.

								

				Stretching your productivity

				Taking regular breaks from sitting at your desk, especially if you’re working on a computer, is very important. As someone who struggles with long hours of sitting and tapping on a keyboard, I’ve adopted these desk exercises developed for SafeWork SA (see Figure 7-1).

				Some workplaces are recognising the importance of stretching exercises and have software that pops up on screen to remind the user to take a break. For people who don’t have access to such reminders, I suggest you try setting an alarm to go off every 20 minutes, stand up and do the SafeWork or other appropriate exercises. The break from work is refreshing and the exercises keep niggling shoulder pains away.

				Saving time in cyberspace

				The Internet has been a wonderful invention for people who work at a computer and have little time. In the past ten years, I have embraced the Internet and I was proud to note that the Christmas presents I bought last year were all purchased via the World Wide Web, and wrapped and ready early.

				Online shopping, banking, entertainment and travel is a very easy way to do a variety of chores without having to waste time travelling, browsing or queuing for service.

				Getting your groceries online

				The good old Internet has lifted a huge load from my shoulders because I no longer have to waste Saturday mornings at the supermarket. I can order groceries online in my lunch break or at home in the evenings. I also find that the fresh fruit and vegetables my online grocer selects for me are far fresher and better in quality than fruit and vegetables that have been fondled by at least 20 other frazzled shoppers before my hands get to them.

				Most large retailers and supermarkets run online sites that enable you to view their products and place the items you want in a virtual ‘shopping cart’, where they’re kept until you enter the virtual ‘checkout’. At the ‘checkout’, you’re asked to check your order and add or delete items as needed. The site then calculates the cost of your order — including GST and delivery charges — and asks you for your delivery address and credit card details.

				Figure 7-1: SafeWork SA has developed a series of exercises for desk workers. 

 				[image: 4_7.01.eps]

									[image: WorldWideWeb.eps]
								Trying useful online shopping sites

									Nothing quite equals having your weekly shopping delivered to your door — well packed to ensure freshness and hygiene. And all you do is enjoy a longer sleep-in on Saturday morning. Here are sites that enable you to order fruit and vegetables, dairy, meats, toiletries, perishable and non-perishable groceries online via safe payment systems:

										Aussie Shopper (www.aussieshopper.com.au): Delivers to homes in South-East Queensland.

										Banana Blue (www.bananablue.com.au): Services Adelaide residents.

										Coles Online (www.colesonline.com.au): Delivers to Victoria and New South Wales homes. Plans are underway to expand this service to other parts of Australia.

										Food Direct (www.fooddirect.com.au): Delivers to Brisbane residents.

										Freshline (www.freshline.com.au): Organic foods, delivered to Perth residents.

										Gluten-free favourites (www.gluten freefavourites.com.au): Australia-wide services and deliveries.

										Greengrocer (www.greengrocer.com.au): Delivers to Sydney, Melbourne and some parts of regional Victoria.

										ShopFast (www.shopfast.com.au): Delivers to Sydney, Central Coast of New South Wales, Wollongong and the Blue Mountains areas.

										Tribes and Nations (www.tribesand nations.com.au): For free-trade coffee and chocolate, delivered to anywhere in Australia.

										Woolworths/Safeway Supermarket (www.homeshop.com.au): Delivers to homes in Canberra, Melbourne and Sydney.

				

				Whenever someone says, ‘Oh I don’t know how you do it; sending your credit card number to a Web site’, I explain that the payment sections on good shopping sites are encrypted so that my personal information and payment details are secure. You’re able to see a little padlock icon at the bottom of your browser window. Paying this way is far safer than emailing your credit card details to a vendor. Emails can be intercepted.

				If you would like more information on the do’s and don’ts of shopping online, visit the government Web site at www.community.gov.au.

				Banking in the boardroom

				Most Australian banks allow you to avoid paperwork and lunch-time queues by offering a wide range of electronic banking services, including credit card payments, bill payments (telephone, gas, electricity and council rates), cash withdrawals, account balances, account transfers, loan applications and information on current interest rates.

									[image: WorldWideWeb.eps]
								Buying gifts online

									Apart from the bonus of being able to browse, order and buy whenever you feel like it, online shopping is also environmentally friendly. You’re reducing the number of trips taken in your car and the resulting toxic emissions in the air when you shop online.

									Here are some online shopping Web sites that I use for personal shopping and gifts:

										Amazon (www.amazon.com): The ultimate site for hard-to-find books, DVDs (sometimes available earlier or in better editions in the United States than Australia), CDs and links to US clothing, computer equipment, toys, shoes, exercise gear, pet supplies . . . the list goes on.

										Angus & Robertson (www.angusand robertson.com.au): This bookstore chain has a good selection of best-selling books, bargains, textbooks and reviews online.

										Deals Direct (www.dealsdirect.com): Crazy bargain-basement store that has everything from bicycles, work tables, computer games, CDs and flannelette sheets.

										eBay (www.ebay.com.au): The ultimate Web site for buying and selling pretty well any new or used item you can think of. My brother and sister-in-law have almost furnished their entire house using eBay and I have found some rare movies at bargain prices from here.

										Eco Shop (www.ecoshop.com.au): A good site for environmentally conscious products, including links to other environmental sites and service providers.

										Ezibuy (www.ezibuy.com.au): My one-stop-shop for work, casual and formal women’s clothing with a good range of men’s clothing and homewares.

										Howard’s Storage World (www.hsw.com.au): Time-starved, hard-working Aussies need organisation and storage is the solution. You can find clever ideas and products here.

										I-Subscribe magazines (www.isub scribe.com.au): This is a convenient site to subscribe to a huge number of Australian magazines (either for your own reading pleasure or as a gift for someone else). The site also has links to subscribing to magazines from the United Kingdom and the United States.

										Social Club Books (www.scb.com.au): Here you can find reduced price books, greeting cards, games and puzzles that are great Christmas stocking fillers.

										Web Jet (www.webjet.com.au): Web Jet enables you to compare the cost of flights across all national and international airlines to anywhere in the world, with current deals on hotels, holiday packages and car hire.

								

				A lot of busy workers have leapt into online banking with enthusiasm because you can do your banking when it suits you and you will get immediate access to information about your accounts. To encourage the use of online banking, some financial institutions are offering cheaper interest rates or no-fee services if you bank electronically. If you are ‘techno savvy’ like my husband (and unlike me) you may even be able to plan a budget by downloading information directly into a spreadsheet or financial planner.

				Getting access to online banking is easy — most banks allow you to set up your access via their Web site, or you can visit the bank in person to find out about the range of online services offered and fees charged. You’re also given a password and, for greater security, you may need to use an  on-screen keyboard to enter your password.

				[image: Warningbomb.eps] When changing to electronic banking, be sure to follow these security safeguards: 

				[image: check.png] Change your password regularly and use passwords that aren’t easily identifiable.

				[image: check.png] Check what security measures are used by your financial institution and read any conditions of use.

				[image: check.png] Don’t forget to log off from the Internet when you complete a transaction.

				[image: check.png] Contact your bank immediately if something goes wrong.

				[image: check.png] Keep a record of all transactions by printing transactions, receipt numbers or verification emails and take notes of your telephone calls to the bank.

				[image: check.png] Keep your personal identification number (PIN), passwords or access codes in a safe place or memorise them.

				Never disclose your PIN, password or access code to anyone.

				Finding Fabulous Foods

				Perhaps health experts now need to emphasise the importance of eating healthily at work. Everyone knows the importance of cooking and eating good quality, fresh foods at home. But finding time to make a healthy lunch to take to work can seem impossible. 

				Last-minute lunches from the vending machine, the cafeteria or the deli down the street can seem your easiest option. Unfortunately, this usually means you’re consuming foods — even in light or low-fat meal options — that lack vital nutrients and are often loaded with sugar. As a result, your energy levels and weight levels suffer the consequences.

				Cutting your lunch

				Making your lunch to take to work puts you in control so you’re not limited to eating the leftover muffins from the breakfast meeting when you get hungry. Preparing your own lunch means finding five to ten minutes to put something healthy and edible together.

				Try starting a new habit you can stick to. If you’re not a morning person, pack your lunch before going to bed, or while you’re making dinner. And if you’re worried about leaving all that good food in the fridge in the morning rush, put your car keys inside your lunchbox — now you won’t forget it.

				Yummy lunching

				Easy and nutritious lunch ideas you can consider are: 

				[image: check.png] Bring along breakfast for lunch: If I’m too busy to whip up something decent for breakfast, I’ll grab fruit and yoghurt and ensure that I have my missed-out meal for lunch. I often have a bowl of low-fat, high-fibre muesli or can heat up porridge in the microwave. It may seem unusual but these foods are filling, nutritious and stop me from being naughty in the afternoons.

				[image: check.png] Choose wholegrain over white: This goes for rice as well as bread. When cooking rice for your evening meal, cook extra to take in for lunch the following day. Add chopped cooked vegies (again, cook extra to put in your lunch rice) or salad ingredients for a filling lunch that can be eaten cold or heated up.

				[image: check.png] Lovable leftovers: The nicest lunches are always the delicious smelling and tasting curries, pastas, casseroles and burgers, heated up from the night before. Just get into the habit of cooking extra to take to work for lunch, or to freeze for lunches later on.

				[image: check.png] Sandwiches: Even famous chefs swear by the humble sandwich as the easiest way to make a satisfying meal. Don’t feel limited to ham or cheese. Try taking a bread roll to work and add a small tin of flavoured tuna (lemon, ginger, and so on) with freshly sliced avocado. Take along some interesting cheese and salad ingredients and add them at the time of eating to avoid your roll getting soggy.

					[image: check.png] Satisfying salads: Salad on its own is not likely to stop you feeling hungry for long. Bulk up your salad with nuts, low-fat cheese (goat’s cheese is particularly good for flavour), capers, boiled egg, dried toast cut into pieces (for a low-fat version of croutons), chicken, smoked salmon or tinned tuna.

				[image: check.png] Start up a lunch club: Talk to your work mates, would they be interested in organising healthy lunches to share? You can set up a kitty (like a coffee club) and decide what healthy meals and ingredients to buy, or bring along something to share. Being good is easier if everyone around you is being good too.

				[image: check.png] Try tins of soup: A can of healthy soup can make a great emergency back-up lunch when you’re frantically busy. Look for low-salt, vegetable-based soups made with chicken, beans or lentils for protein. Many healthy brands are low in fat and are loaded with vitamins and fibre. In addition, try good old baked beans — a cheap and easy source of fibre and vitamins.

				Refer to Chapter 4 for information on super foods to give you more ideas on what to bring in to work.

				Sensible snacking

				I know, I know. You take to work fresh fruit, dried fruit and nuts and then they sit in your desk drawers getting mouldy while you push them aside and go for the chocolate bars instead. As my husband said to me once, ‘Just don’t buy the bad things. That way they won’t be there to tempt you.’ 

				Not walking down the confectionery aisle takes willpower. Amuse yourself instead at the deli counter and tell yourself that those snacks are much better for your health.

				Healthy work snacks to try include

				[image: check.png] Fruit: Try buying a week’s worth of fruit on Monday and storing it in a fruit bowl. The aim is to make sure the bowl is empty by Friday. This approach gives you an opportunity to walk to your local greengrocer and buy what’s fresh and in season. Your work mates, too, can participate in the office fruit bowl experience. As long as you have a decent fruit knife available for coring and peeling, peeling fruit is as easy as opening a packet of chips.

				[image: check.png] Hummus and pita bread: Okay, you have to put the hummus in the fridge, but the pita bread can live in your drawer (if fresh) or slices can be kept in the freezer. You can buy many brands of low-fat hummus, tzatziki and other vegetable-based dips that taste great.

				[image: check.png] Milk: When was the last time you had a long glass of milk? Milk is very satisfying and can help keep the need to eat cakes and biscuits at bay. If milk doesn’t appeal, try buying 300 millilitres or 500 millilitres of  low-fat flavoured milk for a sweet treat that isn’t too bad and goes a long way towards ensuring that you have your full calcium intake.

				[image: check.png] Peanut butter: Spread peanut butter on wholegrain rice crackers to keep your stomach from growling.

				[image: check.png] Seeds and nuts: You can buy sunflower and pumpkin seeds in bulk at supermarkets and health stores. Nuts of all kinds are a great source of energy. Eat only a palmful of different nuts if you’re watching your fat intake.

				[image: check.png] Vegemite: Spread Vegemite without butter on wholegrain toast, an English muffin or rice crackers. Simple and very Australian.

				[image: check.png] Yoghurt: Yoghurt has more flavours, varieties and sizes than I can list here. Find the flavour you enjoy and keep a supply in the office fridge (with your name on them).

				Curbing caffeine

				Apart from water, coffee is the world’s favourite drink and one that people turn to at work to keep them going. I also find that having a coffee is a social activity. The time taken to make a coffee in the work kitchen, hold a conversation with a work mate, wait a minute or two for the coffee to cool and drink it, contributes to you taking a mini break from the workload. 

				However coffee contains the C-word: Caffeine, which is also found in tea, cola drinks, energy drinks and chocolate. Health experts are asking you to use a bit of judgement in how much coffee or other caffeine-laden foods you take each day. 

				Caffeine’s advantages

				Caffeine is believed to help prevent heart disease and some cancers. Caffeine also increases alertness and is considered to improve concentration. Caffeine is processed by the liver and then passes into the bloodstream, entering the brain. In the brain it connects with dopamine receptors (they make you feel good) and adenosine receptors. Adenosine slows down nerve cells, causing drowsiness. When caffeine connects to the receptors, these nerve cells speed up, leading to feelings of restlessness and alertness. It has been used in sports supplements to fight against fatigue and is banned in some sports. No wonder we reach for it when we hit a slump at work. 

				Caffeine’s disadvantages

				Caffeine is not addictive but it is certainly habit-forming. Your body develops a tolerance towards the drug, which means more caffeine is needed to produce the same results. Excessive caffeine intake (more than four or five cups of strong tea or coffee a day) can cause tremors, an elevated heart rate, frequent urination, nervousness, anxiety, stomach upsets and insomnia. If you drink coffee before bed, you may find it harder to sleep. In addition, you may also only get deep sleep for shorter periods, making you feel less rested when you wake. Caffeine is also a diuretic, so it can increase your rate of dehydration if you’re not also drinking water.

				Withdrawal symptoms occur after a day or so without caffeine. The brain becomes very sensitive to adenosine, causing blood pressure to drop dramatically. The most familiar withdrawal symptom is the caffeine headache. Other symptoms can include irritability, nausea and — ironically — drowsiness. 

				How much caffeine is safe?

				To work out how much caffeine is safe for you to drink, it helps to establish how much caffeine is in an average serving (see Table 1).

				
					
						
								
								Table 7-1	Common Sources of Caffeine

							
						

						
								
								One typical serving of . . . 

							
								
								has this much caffeine. . .

							
						

						
								
								Chocolate (30 g)

							
								
								20–60 mg

							
						

						
								
								Black tea (150 mL) — depending on type of leaves  and how long you brew

							
								
								30–100 mg

							
						

						
								
								Cola (375 mL)

							
								
								approx. 40 mg

							
						

						
								
								Instant coffee (150 mL)

							
								
								60–100 mg

							
						

						
								
								Energy drink (250 mL)

							
								
								80–100 mg

							
						

						
								
								Espresso-made coffee (150 mL)

							
								
								approx. 90 mg

							
						

						
								
								Drip-percolated coffee (150 mL)

							
								
								100–150 mg

							
						

					
				

				Health experts recommend that adults have less than 600 milligrams a day, which is about four cups of strong drip-percolated coffee, or five to six cups of tea. Ideally, you’re better drinking far less than that, and trying to avoid any coffee at all in the afternoons. Instead, train yourself to drink a green tea with less caffeine, which is a good source of water and full of those valuable little antioxidants. Or be even kinder to your body and stick to water.

			

		

	
		
			
				Part IV

				Preparing to  Work for Work/Life Balance 

				
				[image: Part%20IV.eps]
				‘I feel absolutely dreadful, and as soon as  I finish emailing this report, I’m going home,  crawling into bed and working on my laptop.’

				Glenn Lumsden

				

					In this part . . .

					Collecting examples of employers who adopt more flexible working practices that profit them and their employees is a great idea. Here, I explain how you can find examples to compare with your own industry sector. Doing your homework before you talk to your boss puts you in a strong bargaining position to ask for more flexible working conditions. Here, I show you how to put together a compelling argument.

					Do you have a boss who eats into your free time? In this part, I provide you with ideas on how to remain assertive and keep up your self esteem. Finding a good mentor helps too. 

					And don’t forget fun — yours and your family’s. This part also covers how to get the most from your holidays and have time over to help your local community. 

			

		

	
		
			
				Chapter 8

				Moving Your Manager towards Work/Life Balance

				In This Chapter

				[image: missing image file]	Understanding your boss

				[image: missing image file]	Showing how work/life balance benefits everyone

				[image: missing image file]	Explaining what you want

				[image: missing image file]	Negotiating your way to success

				[image: missing image file]	Handling opposition

				[image: missing image file]	Accepting no for an answer 

				Your boss may respect and appreciate the work you do and can see that you want to balance your work and your personal life. However, people in management positions have their own goals to meet and these often affect the decisions they make. Putting it bluntly, your boss needs to think about matters other than just you.

				Managers base their planning, decisions and outputs on what best suits the entire team/department/company. They work out how your requested change in your working arrangements is going to affect productivity, staffing costs, performance, work outputs and other staff.

				This chapter shows you the importance of putting together a good business case that not only gets your boss to give you the go ahead for more flexible working arrangements, but also results in real benefits for the workplace.

				Managers Are People Too

				If you enjoy your job, the best way to get a better work/life balance is to ask your manager for more flexibility. This flexibility could involve one or more of these options: 

				[image: check.png] Banking hours: This is when you work overtime to be used up at a later date, such as for a school sports day, medical appointment, and so on. This can also be used to make up time when you have to leave work earlier than normal for an unplanned event, for example, caring for a sick child.

				[image: check.png] Compressing your working hours: Some people choose to work ten hours, four days per week, in order to have one working day off each week.

				[image: check.png] Having flexible starting and finishing times: For example, you might start at 7 am and leave at 3 pm, or start at 10 am and work until 6 pm.

				[image: check.png] Switching to reduced hours: For various reasons, some people find they cannot continue to work full time. Negotiating shorter working hours means the employee stays in the same job (job sharing is one solution to this) and the employer keeps the skilled and trained worker.

									[image: TIP.eps]
								Check that your flexible working arrangement matches your needs

									Before you march into the manager’s office, you can ask yourself these important questions to be sure what you really need from your job:

										Are any staff already using flexible work options? What similarities are there between their situation and yours? What differences?

										Is your workload manageable? Can your work be divided into smaller chunks to allow for part-time work, job sharing or home-based work?

										What are your most important work tasks? Can these tasks be done in fewer hours or outside of standard working hours?

										What staff meetings and seminars are compulsory for you to attend? Can you continue attending these meetings with your new arrangement?

									Just as importantly, you can try these questions about how changing your working arrangements could affect your personal life:

										Can you afford to take a salary cut, reduce your hours or step down in terms of responsibility and challenges?

										Can you arrange appropriate child care under the new work conditions?

										Can you put your career plans on hold to achieve more flexibility?

										Have you taken pro-rata reductions into account? For example, you may have only 12 days annual leave instead of 20 when you work only three days a week.

								

				Nobody enjoys walking into the manager’s office and asking for something that is not yet being offered. You may have a very good reason for requesting a change to your working hours or structure but you must make sure that you have fully researched what your manager — or your company — needs from you.

				You know what you want — what does the boss want?

				I’m fairly confident that I know what you want from your work and your life:

				[image: check.png] Affordable child care or care for elderly parents

				[image: check.png] An enjoyable job and achievable career progression

				[image: check.png] Good training and development opportunities

				[image: check.png] Good health

				[image: check.png] More time with family and friends

				[image: check.png] More time for sport and hobbies

				[image: check.png] Time to do some voluntary or community work

				Am I mostly right? I also think that bosses want pretty much the same for themselves.

				What must your boss achieve?

				Even more than your own job, managers’ jobs are measured in terms of set outcomes and targets they must achieve. A great deal of their time is spent looking after the two layers of staff that surround them. A good manager tries to keep you and your colleagues interested, motivated and working productively. A good manager also tries to protect your and your colleagues’ jobs, responsibilities and achievable workloads.

				Managers want

				[image: check.png] Improved employee wellbeing, morale and loyalty

				[image: check.png] Increased employee productivity

				[image: check.png] Reduced absenteeism 

				[image: check.png] Recognition and rewards by their managers for leadership and target achievement

				For your flexible workplace arrangement request to be considered seriously, you must get their attention. This can be done by linking your proposal to the outcomes that they are interested in.

				Convincing Your Boss to Care 

				Many employers are finding difficulty in retaining skilled staff. Many are now realising they need flexible workplaces for these important reasons:

				[image: check.png] Ageing of the workforce: As baby-boomers (the generation born following World War II) steadily reach retirement age, employers are accepting that their skills can be used beyond the age of 55. 

				[image: check.png] Fewer numbers of workers entering the workforce: The baby-boomer generation is the single largest generation in the workforce. As these people retire, the volume of workers replacing them is going to be smaller.

				[image: check.png] Instability: Employers need to create a workplace that employees want to stay in for the long haul.

				[image: check.png] Lower fertility rates: Australians are having fewer children than were born 50 years ago so competition for employees is going to be stronger in future.

				[image: check.png] Non-traditional employees: Retirees, people with caring commitments (children, elderly parents, and so on) and people with disabilities have skills and experience of value to employers — when the employer can offer flexible workplace conditions.

				But wait, there’s more!

				You can show your boss many advantages of using flexible work practices, including:

				[image: check.png] Assisting and improving compliance with anti-discrimination and workplace relations laws

				[image: check.png] Being recognised as an employer of choice 

				[image: check.png] Earning greater staff loyalty and higher return on training investment 

				[image: check.png] Improving occupational health and safety records 

				[image: check.png] Improving productivity 

				[image: check.png] Maintaining a better match between peaks and troughs in workloads and staffing 

				[image: check.png] Reducing absenteeism and staff turnover 

				[image: check.png] Reducing stress levels and improving morale 

				Retention versus replacement

				Employers generally want to employ the best staff they can and no employer likes to lose valuable staff. Replacement costs accumulate through paying out a leaving staff member’s entitlements, re-advertising the position, conducting a selection process and training the new staff member. What is more difficult to calculate are the additional costs incurred through lost experience and corporate knowledge, having to re-establish good customer service relationships and the general impact of staff turnover on other staff’s morale and workload.

				Many flexible work options are on offer for employers to use to attract and to keep good staff.

									[image: Statistic.ai]
								Show your boss this scary fact —  the costs of losing good staff

									Workplace Australia advises that replacing a lawyer with four years experience can cost approximately $120,000, whereas replacing a bank teller with ten years experience can cost $80,000. The Equal Opportunity for Women in the Workplace Agency has a useful costs calculator, dealing with different jobs, on its Web site.

								

				Defining Your Demands

				Thanks to the Internet, email, messaging systems and working in a global economy that functions 24 hours a day, seven days a week, you’re no longer bound by sticking rigidly to working from 9 am to 5 pm, Monday to Friday.

				Flexible working means adaptable or variable working-hours arrangements. Because the working hours are flexible, the arrangements can include many different versions, such as

				[image: check.png] Flexible leave arrangements 

				[image: check.png] Flexible rostering or scheduling 

				[image: check.png] Flexible start and finish times 

				[image: check.png] Job sharing 

				[image: check.png] Make-up time 

				[image: check.png] Nine-day fortnights/compressed working week

				[image: check.png] Regular or occasional working from home 

				[image: check.png] Regular part-time work 

				[image: check.png] Rostered days off 

									[image: TechnicalStuffnew.eps]
								Making a flexible-hours deal with the boss 

									Part-time work is the way many families attempt to balance their paid work and family lives. According to the Australian Bureau of Statistics (ABS):

									Just less than half (44 per cent) of all employed women work part time, as do 15 per cent of men.

									If your employer is a bit slow off the mark to adopt flexible work practices, you can use these statistics to argue for a change:

										Choosing to work extra hours to take time off later — 38 per cent 

										Choosing your own holiday time — 70 per cent

										Rostered days off (RDOs) — 20 per cent are entitled to RDOs

										Start and finish times — 22 per cent of employees are able to choose their starting and finishing times on a day-to-day basis

								

				‘Downshifting’ — finding flexible arrangements that suit you

				The popular term downshifting is widely used, but with many definitions. To simplify the meaning of this word a little, I’ll explain. Downshifting originally stemmed from the idea of voluntary simplicity, or simplifying the way you live. This simplification was (and still is) most commonly achieved by reducing your salary, minimising your purchases and use of material goods, and being more aware of environmental sustainability. Many people immediately picture the outcome of these actions as quitting their jobs in the city and heading towards country cottage farms that provide their food, shelter and a small income.

				However, in terms of finding a work/life balance that is achievable (and presumably, a less dramatic move) for people with careers, families, mortgages and an appreciation of some of life’s labour savers, downshifting has two other meanings:

				[image: check.png] Making the decision to change your lifestyle by taking a job that makes you less money but provides you with more fulfilment. This is achieved through the increased opportunity to spend time with family, through doing non-work activities and through negotiating flexible working arrangements. For more information on how you can do this for your own career and work/life balance, see Chapter 14.

								[image: check.png] Taking a form of downshifting known as voluntary demotion, which describes when an employee elects to take, with the approval of their employer, a lower position than their current role. Many government positions have provisions for this choice but whether you can make the change depends on the needs of the department and of the employee. These demotions can be granted for many reasons:

								•	Change of career direction 

								•	Changing from field work to office work (and vice versa)

								•	Health/illness

								•	Job relocation

								•	Reducing commuting times

								•	Reducing the stress and workload of a particular role

								•	Reducing work hours

								•	Undertaking more education

								•	Upcoming retirement

				To discuss downshifting, this book uses the first of the two definitions. I believe this definition of downshifting provides a much clearer and more practical link to arranging the flexible working arrangement that suits you. These flexible working arrangements can be applied in a variety of ways. 

				Flexible start and finish times

				Employers can specify the core hours of the day when employees are required to be in the workplace, and can give employees the flexibility to start early/late and finish early/late. This means that you’re able to negotiate the most suitable start and finish times to suit your family responsibilities and also meet your work commitments.

				Shorter working hours

				Shorter working hours can mean two things. First, you can break the culture of working overtime and, instead, be able to go home at a reasonable time without damaging your career prospects.

				Second, you can choose to reduce your working hours from full time to part time. Part-time work can range from four and a half days a week to only half a day, depending on your workload, budget and career expectations.

				Rostered or accrued days off

				Employees can work additional hours during the week in order to accrue sufficient hours to have a rostered day off once a fortnight or once a month. This arrangement doesn’t change the total number of hours worked by an employee. Some employers allow employees to work additional hours during the week and have Friday afternoon off when the office is quiet.

									[image: RealLifeStory.eps]
								Early-bird or night-owl hours

									Kate’s employer allowed staff to start work any time between 7 am and 10 am as long as they completed their eight hours of work each day. Kate was an early bird who chose to start at 7 am, following an arrangement for her husband to drop their children off at school in the mornings.

									’This has been a godsend to us. I actually get more work done from 7 am to 9 am because no-one else is about, no phones ring to distract me and I get to plan, draft reports and respond to emails before the office starts filling up.’

								

				Banking time

				Employees can accumulate extra hours worked to take time off in lieu of payment for a specific purpose, or at a time which is convenient to the employer and employee. Employees are given the equivalent time off on an hour-for-hour basis for the additional hours worked. If employees haven’t banked enough hours to cover a particular absence, they can be required to make up the time within an agreed time frame.

				Accumulated hours can be banked for school holidays or for ad hoc or unexpected family matters, such as medical appointments, pupil-free days, school or sporting events for children.

				Records need to be kept of additional hours worked. Employers may wish to consider placing a limit on the number of hours or days that can be accumulated, and a time limit for the clearance of accumulated hours or workers could be at risk of working too many hours.

				Compressed working week

				The hours in a work cycle can be compressed into fewer, but longer shifts, for example 10-hour shifts so that employees can choose to work their ordinary working hours over four days rather than five days.

									[image: RealLifeStory.eps]
								Breaking the 12-hours-a-day expectation

									Changing the 8 am to 8 pm expected work day was hard at first, according to Jon. ‘My firm lives and dies on chargeable hours to our clients, and as a young, single guy, I loved the challenge and the long hours. However, after marrying, having a couple of babies and coping with the hours set by child care and school, I had to start saying no to more than eight hours of work a day and sticking to it. At first I had to make a bit of a production about logging off and leaving the office at 5 pm and I felt self conscious about being the first bloke to leave. Eventually though, my work mates stopped inviting me to meetings after 4 pm, and respected my commitment to leaving at a decent hour to spend time with my family. My boss could see that the quality of my work hadn’t diminished. In fact, I started each day feeling fresher and able to continue a high output because I was motivated to get in and get out within eight hours every day. Since then, other people in our firm have become new parents and I’m now not the only one who leaves at 5 pm.’

								

									[image: Statistic.ai]
								You can find better work/life balance  working at home

									The Australian Telework Advisory Committee (ATAC) to the Australian Government was set up to research teleworking arrangements and to report on the potential for telework (or telecommuting as working away from the office is also called) to help employers and employees achieve their work goals without being restricted by location and set work times.

									In 2006, ATAC published a report which found that telecommuting enables

										Cost savings: Employers who use telework were able to reduce operating expenses, such as rent, maintenance, parking and travel.

										Efficiency: Telework made business more efficient. The report showed teleworkers produced more work per hour than their office-based work mates can produce.

										Employment: When more workers need to be recruited to cover heavy workloads, teleworking provided opportunities for employment to non-traditional staff, such as disabled workers, rural-based workers, retired workers and carers.

										Productivity: The report found that 20 per cent of employers who used teleworking, and 24 per cent of teleworking employees, said that their productivity had increased due to working from home or away from the office.

										Satisfaction: Almost three-quarters (73 per cent) of businesses and 62 per cent of workers reported a high level of satisfaction with their telework arrangements.

										Work/life balance: Perhaps most importantly, the report showed that telework provided a better work/life balance for workers through reducing the time spent travelling to and from work and through having the work environment (that is, in the home) closer to the employee’s family and non-work commitments.

								

				Term-time work

				This work cycle applies during school terms with the employee taking leave for the school holidays. This arrangement particularly suits workers at kindergartens, schools and universities, with options for the employee to take leave without pay during the holiday periods. This leave is extra to their annual four weeks leave. Alternatively, they can purchase leave to cover the non-term time periods.

									[image: RealLifeStory.eps]
								Four days work and an extra day off

									Penny and Ian work in the public sector, and both have chosen to work four longer days — of 10 hours — instead of five eight-hour days. ‘It takes a bit of organisation because we have to plan who’s dropping off and picking up the kids so that each of us can do our four long days. 

									‘Before the kids started school, Ian took Mondays off with the kids and I took Fridays off so that we both had some time with them on our own. That way they needed be in child care only three days a week. Now that the kids are at school, Ian and I both have Fridays off together to do shopping, housework and even have a lunch date before our weekend starts,’ Penny said.

								

				Win–win of working from home

				Telecommuting is work done either full time, part time or on an occasional basis by an employee. This is work done away from the traditional office environment, including work from home or via the Internet when the employee is travelling for work reasons.

				By using the term telecommuting, I am separating the other ‘Working from home’ employment system, which applies to people running their own businesses from home (commonly called home-based business). That topic is discussed in Chapter 13.

				Making an Offer the Boss Can’t Refuse

				Before you walk into your manager’s office and ask for a more flexible working arrangement — for flexible working hours, unpaid school holiday leave or working from home — you need to take the business’s needs and goals into account and make sure that your arrangement does not negatively impact the business.

				Presenting a business case to your boss is an effective way of showing that you have thought your situation through seriously and ensured that your proposal can benefit your employer. Your boss needs to know that, under any flexible working arrangement, your job can be properly managed, that it has the capacity to provide you with flexible working options and that it can be developed into guidelines for other staff to use.

				Developing a compelling business case

				For your purposes, a business case is not something you hide a newspaper and some soggy sandwiches in. A business case is a structured proposal for business change that is explained and justified in terms of costs and benefits. Here are some important pieces of information to include in your business case:

				[image: check.png] Discuss the impact on your customers: Many customers like their preferred contact person available full time. However if two staff are in a job-share arrangement, the staff members can offer the customer earlier start times or later finishing times for contact on their particular day working.

				[image: check.png] Identify the benefits: You can introduce more work/life flexibility options to improve staff morale and wellbeing. For example, job sharing can create employment opportunities for workers not currently in the company. Job sharing also can prevent other full-time workers from leaving the company.

					[image: check.png] Identify what training employers can undertake: Find out if any of the company’s managers are currently working flexibly. Are they aware of what the company currently offers staff? Include suggestions to adding work/life balance modules into manager training and inductions.

				[image: check.png] List HR and IR policies already in place and how they can be improved: If the company has a flexible hours policy, find it and review it. Has it ever been used? Are staff members aware of it? Is it still relevant? An existing agreement may apply to maternity leave. Find out how many women return after maternity leave. If they don’t return, find out why.

				[image: check.png] Show the savings: Flexible working arrangements can save costs by reducing absenteeism, staff turnover, recruitment costs and training costs for new staff.

				[image: check.png] State how your employer can monitor and evaluate the new workplace arrangements: Explain that your employer can measure punctuality when core working hours are extended or reduced, can compare rates of absenteeism before and after new flexibility options are introduced, measure rates of staff turnover and the reasons for leaving and staying (via staff exit interviews) and look for an increase in the number of applicants for newly advertised positions (because the business is now a preferred employer).

				Using case studies to clinch the deal

				Like most people, I love hearing about success stories. Good case studies show a company or person identifying a problem, coming up with a solution, putting the solution into practice and reaping the benefits. Case studies can also be used to encourage other employers to try new ways of working as well.

				The Diversity Council of Australia has a range of Australian employer case studies to look through, and convenes an awards scheme that celebrates employers of choice. The Australian Broadcasting Corporation (ABC) is a well-known employer that can provide you with a good start on what policies are being used to motivate employees and give them more flexibility in their work. 

				Australian Broadcasting Corporation (ABC)

				The ABC introduced the following policies to improve work/life balance options for their employees:

				[image: check.png] Availability of information: Information was improved via regular mail-outs to state human resource (HR) managers and directors. Specific information was sent to department supervisors on how to implement the new working arrangements, a work/life improvement mailing list was made available for interested staff and work/life management workshops were set up around Australia.

				[image: check.png] Men at Work Program: This program led to a series of interactive workshops where participants could discuss and learn about men’s physical and psychological health, how to balance their work and lives, how to deal with relationships and communication, as well as networking and mentoring systems.

				[image: check.png] Women in Television Project: Workshops available for women aimed at developing skills in career planning, negotiation and mentoring. The project ran a series of nationwide networking lunches on a range of work/life topics. As well, a series of breakfast seminars, featuring local and international speakers, was conducted. A newsletter titled Visions of Balance was published and included case studies of industry women balancing work and family commitments.

				[image: check.png] Work/life arrangements: The arrangements aimed to recognise an employee’s work environment, including long hours, shift and rostered work, blocks of concentrated work throughout the year, early-morning starts and late-night finishes, immediate deadlines and work requiring travel at short notice and work at a range of locations. Work/life initiatives addressing the ABC workplace included flexible working arrangements, child-care centres, referral service, guidelines/information for managers and staff and an employee-assistance program. 

				The ABC’s actions 

				[image: check.png] Increased awareness of the issues of balancing work and life across the ABC by both management and staff.

				[image: check.png] Increased managerial and staff participation in work/life initiatives and forums.

				[image: check.png] Increased uptake of flexible working arrangements for both women and men, including increased approval of local part-time work arrangements, transfers, relocation and leave without pay.

				[image: check.png] Reduced stress levels.

				Department of Education, Employment and Workplace Relations 

				The Department of Education, Employment and Workplace Relations (DEEWR) Web site is a very useful place to visit online because DEEWR presents case studies that provide good solutions to workplace flexibility issues. These studies highlight the positive results that can be achieved. Furthermore, you may find case studies like those in your own workplace and you can use these to strengthen your business case for more flexible working arrangements. DEEWR cases cover a wide range of situations in the workplace.

				Flexible working hours

				A retailer enabled staff members to have a working arrangement that meant longer opening hours for the business and staggered working hours for the staff members, leaving them invigorated and increasing their energy and motivation. Offering flexible starting and finishing times to employees has been particularly successful. Staff members can elect to start later and leave later, avoid peak-hour traffic and meet their caring responsibilities. These options leave employees with more energy and reduced stress levels and their increased motivation means they are more productive from the moment they arrive at work. 

				Compressed working weeks are another flexible option where staff members may elect to spread their working hours over four days rather than five days. Again, this situation can provide a longer period of opening hours for customers and the ability to have one weekday off for staff members.

				Part-time manager

				One retail business owner realised the importance of keeping valued staff. When a skilled and experienced store manager wanted to return to work after maternity leave, the employer was keen to negotiate a way for her to return and also achieve the right amount of work/life balance. The manager’s needs were met by coming back on a part-time basis. Because she was retained, the business benefited from her skill and knowledge. 

				This flexible arrangement also had a positive impact on the two assistant managers — both of whom worked full time and reported to the store manager. The manager was happy because she retained her position, the assistant managers were happy because they remained in full-time work and were trusted to use their initiative and continue to learn from working with such an experienced manager. 

				Flexibility in rosters 

				In one retail chain, the store staff members can make changes to the roster to suit their needs. The main proviso for the stores is that whatever the flexible roster arrangements may be, the store must maintain or improve its performance and the changes must be done in consultation with the manager.

				In some stores, employees have the flexibility to swap rosters or even to swap between stores located near to each other. In another store, rosters are adapted to the particular needs of employees to cover such situations as caring responsibilities, university study and participation in sport. The end result has seen employees feeling a greater sense of control over their working times. Also, the business needs are covered and absenteeism and managerial administration time have been reduced.

				One store had to choose between two equally qualified and skilled staff members for the store manager position and decided to solve the problem by allowing the two people to job share. The two people worked out the allocation of tasks and responsibilities between them and how they were to report to their area manager. 

				Without this flexibility, the store would have most likely lost a valuable staff member who may well have gone off to work for a competitor. The advantage of the shared-manager situation for the store was that the arrangement produced

				[image: check.png] Better store performance due to the improved efficiency and effectiveness of store management 

				[image: check.png] Increased managerial coverage and higher employee motivation as there is more than one manager who can respond to their needs 

				[image: check.png] Reduced reliance on the area manager as the two managers have the other manager for advice

				Working from home

				One business offered an employee returning from maternity leave the arrangement of working from home on a regular basis. The employee’s needs were met because she could achieve work/life balance and the arrangement also sent a positive signal to other staff about the value the employer places on experienced and skilled staff.

				The business owner benefited from the arrangement because a valued employee who had received considerable training and experience in the business was retained. The business owner also noticed an increase in efficiency, resulting from the employee working at home, because the employee was motivated to make the most of the opportunity and the usual office interruptions no longer existed.

									[image: WorldWideWeb.eps]
								Finding case studies that interest you

									Knowing that you’re not the only one in your particular situation helps you find confidence and arguments to put your business case for more flexible working arrangements. Here are some Web sites where you can check out the cases of people who may have similar situations to your own:

										Australian Department of Education, Employment and Workplace Relations: www.workplace.gov.au

										Australian Human Resources Institute: www.ahri.com.au

										Australian Public Service Commission: www.apsc.gov.au

										Diversity Council of Australia:  www.dca.org.au

										Equal Opportunity for Women in the Workplace Agency: www.eeo.gov.au

										Hot Employers:  www.hotemployers.com.au

										Workplace Research Centre:  www.wrc.org.au

								

				Dealing with Objections Positively

				Your boss has a lot on his/her plate and needs to consider your request as part of a much bigger staff picture. If the boss’s own responsibilities are large and you need to supervise more of the work, the boss is less likely to want change and your proposal could be seen as a negative for the business. 

				All good negotiators in business and in life — both cases apply to you in this instance — are able to anticipate what the other party (your boss) is likely to raise as a reason or concern for not approving or buying your proposal. Examples of questions that an employer may raise are:

				[image: check.png] Have you proved to me that you can be trusted to work with little or no supervision?

				[image: check.png] How do I measure your work output and performance other than whether you’re at your desk in the office?

				[image: check.png] If I grant you flexible working arrangements, won’t I then have to do the same thing for everyone else?

				[image: check.png] If this flexible working option is approved, will the work still be done?

				[image: check.png] Will the work be done to the same level of quality, and will it be done on time?

				[image: check.png] Will this arrangement affect the level of customer service you provide?

				[image: check.png] Will you be contactable when I need you?

				Providing answers and finding help

				Try to put yourself in your boss’s shoes when you think of a likely objection to your flexible working arrangements and then think of ways to a solution. Be a step ahead of your manager and show you’re anticipating queries and developing strategies to resolve the problems raised.

				Continuing customer service

				Most jobs these days rely on providing a high level of customer service. Sometimes customer service is the deciding factor that brings repeat business or new work. Having a strategy to deal with customer service in your new arrangements shows your boss that you appreciate that the team — and your job — values customers and that you’re part of a highly effective team working to continue this standard.

				Recommend that your customers should be advised of any new working arrangements to ensure that they feel as though their business is valued and their needs are still being met. This advice not only shows professional courtesy but can also make you a key contact person who can communicate with them by phone or email as well as in person. In addition, mention trialling a buddy system where each staff member trains another to deal with their clients effectively. This system not only covers part-time or flexible hours of work but other absences, such as sickness or holiday leave. 

				Dealing with the ‘more work for me’ dilemma

				To make your boss feel listened to, agree with his or her concern that your new arrangements may create more work for your boss. You can also clarify this situation by pointing out that adopting new working arrangements is expected to create more work at the start, but less later. Studies have shown that when employers trust their workers to get on with the job with minimal supervision, the result is greater motivation, loyalty and productivity. Time-saving methods your manager may consider include changing team meeting times and changing staff communications so that staff working part time or from home can fit them in. 

				Managers can also involve their staff in helping to come up with ways to make the arrangements work, such as having an increased say in rostering times, email etiquette (only emailing when necessary and combining multiple emails in one), bunching up queries (to save lots of interruptions) and running shorter and more effective team meetings. 

				Fumbling with flexible performance assessments

				Managers become concerned with how they’re going to assess a staff member’s performance in a flexible working arrangement. This concern is valid because very few bosses are trained in how to incorporate flexible working into their teams or how to manage staff who work flexibly. Some ideas for your boss to consider include setting a meeting with you to discuss and set the following measures:

				[image: check.png] Agree on the best times to hold one-on-one meetings and the best times to communicate with each other via phone or email. 

				[image: check.png] Agree on what staff meetings you must attend (after considering the hours you’re at the workplace), any training and development you may still need and any other organisation or team-wide responsibilities you have. Be realistic about what you can contribute if you’re reducing your hours. 

				[image: check.png] Discuss what the most important aspects of your position are and come up with solid measures of your performance, such as projects completed, customer satisfaction and achievement of team goals. 

				Unlocking the floodgates

				How many times have you heard the phrase, ‘Oh, if I do it for you, I’ll have to do it for everyone else’. Avoid rolling your eyes if your boss utters these words. Instead, listen and acknowledge your boss’s concern as a valid one. An effective way to keep your manager on side is to say something like, ‘Not necessarily, because you still have the authority to assess each application on its merits, including the responsibilities of the particular job, the skills of the worker and the needs of the team.’

				You can also mention that the Department of Education, Employment and Workplace Relations (DEEWR) has useful tips on how to assess, approve and review flexible working arrangements and where to go to seek help and advice. Furthermore, if other staff members do seek a flexible working arrangement and your boss can manage this, the worst that can happen is that the manager ends up with a motivated workforce of employees determined to see the new arrangements succeed!

				Test driving 

				If your manager is still unsure about the idea of how your flexible working arrangement can succeed in practice, suggest a trial period. Ideally the trial period should be for a set period of three to six months, with some performance targets set before starting. Recommend to your manager that during this period you can schedule regular fortnightly reviews to address any issues and to discuss your workload, how you’re communicating with other staff and customers and what your most productive times are.

				At the end of the agreed trial period, you and your boss can review the flexible working arrangement to decide whether the arrangement is to continue. Address any changes that are needed to improve the arrangement, and decide whether the arrangement is to continue. Whatever the outcome, suggest to your boss that the decision be put in writing and signed by each of you. You can revisit the arrangement at a later date and your experience can help you develop a more suitable alternative. 

				Keeping your cool at crunch time

				If summoning up the courage to ask for what you want isn’t hard enough, you also need to practise how you’re going to manage your emotions during the negotiation process.

				Getting angry or showing frustration and disappointment are not usually ways to impress someone or get what you want. Your boss is likely to consider your business case more favourably if you make an appointment with your boss and sit down to calmly discuss the issue.

				Some quick tips to consider if you think you may become a bit emotional during the meeting:

				[image: check.png] Involve your manager: Thank your boss for taking time out to meet with you and for being prepared to discuss a solution that suits both of you. This way you come across as professional and mature and leave behind a good impression.

				[image: check.png] Know what sets you off: If you worry about forgetting key points, write them down and read directly from them so that your boss can see that you’re serious and have done your homework. If you think you may get teary, give the business case to your boss in writing beforehand so that your case has been read and digested, which helps you to avoid going on the defensive as soon as you sit down.

				[image: check.png] Think you may become angry? Take some deep breaths, read slowly from the list of points you wish to discuss and dare to pause and take a breath every now and then. This presentation is more successful than rushing through your opening statements and demanding a ‘yes’ immediately.

				[image: check.png] Listen, listen, listen: When your manager wishes to ask you a question or throw in a comment, listen to what’s said. Active listening shows that you’re not easily distracted or just waiting for the boss to stop talking so that you can jump in again.

				[image: check.png] Offer choices: Providing more than one solution shows your manager that you’re considering a range of options and can discuss how and why they work. This way you reveal that you’re taking your boss’s needs into consideration.

				[image: check.png] Take notes: Concentrating on listening and taking notes of what’s said has worked for me on many occasions. If I’m at a job interview, or in a meeting that I’m nervous about, having a pad and pen handy to jot down some notes does three things: 

				•	Helps me understand properly what the other person is saying

				•	Enables the other person’s point to be written down without my judging it or immediately arguing about it

				•	Gives me a second or two to collect my thoughts and think about the best way to respond

				Coping with ‘No’

				Heaven forbid that your boss should say no to your request for flexible working arrangements. Remember if this happens, all is not lost. Here are some other avenues to investigate:

				[image: check.png] Ask your boss to put the reasons for the decision in writing: Having a written statement that clearly explains the reason for your rejection gives you something to read through in a quiet place and time where you can think about the reasons when you’re not in the meeting. 

				[image: check.png] Request a review of the situation and set a date: By asking your boss to review the decision in six months time, you can have an opportunity to re-work your business case. This review becomes your second chance to find ways to present your proposal. Do more research, understand your manager’s views, consider other flexible options and make sure you’re presenting enough different reasons to be convincing.

				[image: check.png] Seek advice from your HR representative: Your employer may have staff policies that can set guidelines for flexible working arrangements or give you information on the processes you need to go through to set up an arrangement. Furthermore, your HR manager may know of other staff who successfully used flexible working arrangements in other parts of your company and who you can contact. 

				[image: check.png] Seek advice from your trade union: The Australian Council of Trade Unions (ACTU), at www.actu.asn.au, can be contacted on 1300 486 466 if you believe you have been treated unfairly at work. The ACTU can also help you find the union that’s relevant to your industry. The ACTU also runs the Workers’ Hotline on 1300 362 223 to provide free and confidential advice on your rights in the workplace. 

			

		

	
		
			
				Chapter 9

				Maintaining Your New  Working Life

				In This Chapter

				[image: missing image file]	Showing you can balance work and life

				[image: missing image file]	Maintaining your new work arrangement 

				[image: missing image file]	Improving your work/life balance even more

				[image: missing image file]	Keeping your boss under control

				[image: missing image file]	Testing the success of your work/life balance

				In order to maintain a realistic level of work/life balance, you have to juggle a lot of situations. You need to look after your physical health (refer to Chapter 4), improve your time management and prioritisation skills (refer to Chapter 6), take decent breaks (refer to Chapter 7) and find the flexible working arrangement that best suits you, your family and the organisation you work for (refer to Chapter 8). Having all those challenges on your plate may make you feel like going straight back to bed and staying there. You can’t because you have even more work to do . . . 

				By work, I mean making sure that your new arrangements don’t become forgotten or ‘eaten into’ by managers and work mates or crushed by unforgiving workloads. On the other hand, you don’t have to be unyielding and rigid when genuinely unforeseen and crucial deadlines come up and you’re able to make the appropriate child-care, after-school care or elderly care arrangements.

				This chapter discusses how to improve and gain skills in assertiveness, get access to good advice, help write guidelines for other staff members and develop a determination to sniff out other good employers to find out what they’re doing successfully. Add to these challenges the ability to negotiate with a manager who may not be as supportive as your previous manager and stir in a willingness to review and evaluate how your flexible working option has turned out. Sounds really easy, doesn’t it?

				Setting an Example

				Guilt has an all-too-frequent way of invading your time at work, whispering into your ear that ‘You can’t leave at 3 pm today because you haven’t finished your working paper for the boss yet’ or ‘You’re letting everyone down because the rest of the team can’t move to the next stage of the project without your report’. And try this one: ‘Come on, you’re the only person who can do this’. And if your own guilt doesn’t keep you at work, ignoring your flexible working arrangement, then well-meaning colleagues or the boss can set up meetings that fall on your non-working day and expect you to shift your week around to accommodate them.

				[image: REMEMBER.eps] Making rules about your working arrangements and sticking with them is important. For example, make clear to your team that you can be contacted at A and B times, but definitely not at X and Y times. If you’re working from home, you won’t be at your computer after 7 pm, or on weekends. That doesn’t mean you can’t work additional or different hours if the work need is genuine and you can arrange your schedule. But by sticking to your rules most of the time, your team soon knows when to arrange a meeting if they want you there, or when the best time to contact you is. Most email programs have an automatic message and signature system that can include this information for you.

				Easy steps to ensure that your guilt or your colleagues’ lack of consideration doesn’t fritter away your flexibility are:

				[image: check.png] Be active: Participate in committees, working parties or meetings on specific projects and even organisation-wide committees on flexible working and how the changes can benefit other colleagues. You may find that colleagues who appear to misunderstand or resent your arrangement may in fact want to establish one as well. Smile, listen to them and see if you can show them how.

				[image: check.png] Be organised: Be thorough in delivering file notes, hand-over reports and regular emails about your progress on various tasks and projects. Arrange back-up support for your absences in advance and advise your colleagues of the arrangements and who to contact and for what. By keeping them updated, you reduce misunderstandings and keep them aware of how you work and what you’re doing for the team/business plan. 

				[image: check.png] Be reliable: Stick to your side of the arrangement and complete your tasks when they’re due, or let your manager know as soon as possible if you have a problem. Don’t ever let your boss feel that he or she doesn’t know what’s going on in your work day.

				[image: check.png] Make yourself accessible: Broadband, the Internet, email, SMS, mobile phones and even the good old telephone exist for you to communicate with your boss (and other people). 

				[image: check.png] Publicise your availability: Communicate. Make sure your colleagues know what you’re doing and when. Make sure they know when you are — and are not — available. And stick to the rules, without sounding rude or unhelpful. 

				[image: check.png] Show flexibility: Fill in for a colleague in an emergency or attend occasional out-of-hours meetings. These helpful tasks go a long way to revealing that you’re still a team player who can be relied on during emergencies.

				Keeping Your Hard-Won Working Arrangements

				So how do you maintain your flexible working arrangement? The time has come to look at what being assertive is and what it isn’t. Being assertive is an honest expression of your feelings, opinions or needs. That means being able to stand up for your rights and not let another person take advantage of you. Assertive also means being able to say what you want in a clear fashion in a way that shows you have confidence in yourself and your point of view.

				Like me, you were probably taught by your family and teachers at school that concentrating on the needs of others and not your own needs is good manners. It’s a nice thought. But that rule makes asking for what you want and need more difficult. Negotiating your terms of work is about you and the organisation that employs you. 

				Your self-esteem affects assertiveness in two very significant ways. If you have a low opinion about yourself, you can find difficulty mustering up the confidence to speak for yourself. Alternatively, anxiety may make you become aggressive at inappropriate times. You can appear irritable or angry to scare off other people while really you’re the one who feels scared and lacking in confidence.

				I once worked with a senior manager who used to regularly announce that she ‘didn’t suffer fools gladly’. Her aggressive behaviour sent the message to the staff members that she considered us all fools. The staff members used to surmise that she was frustrated because she had been overlooked for a more executive role and wanted to take out her frustrations on the people around her. With the benefit of hindsight, I now see that she may have been scared to show her disappointment to us.

				Accepting assertiveness

				I’m sure you know that you need to be more assertive at times and have even given other people advice on being more assertive. However, when it comes to your own situation, being assertive can be a challenge. People who know how to assert themselves — or stand up for their rights — in a respectful manner are often the most successful in retaining a good work arrangement and the support of their managers. Assertiveness is associated with positive self-esteem.

				[image: REMEMBER.eps] Being assertive doesn’t mean being aggressive. Assertive behaviour doesn’t involve blaming, threatening or demanding. Aggression includes threats, sarcasm, name-calling and gossip tactics — none of which helps gain the respect of colleagues or the boss and aggression certainly won’t win the battle.

				On the other hand, people avoid being assertive because they’re afraid of upsetting others and of not being liked. This urge goes way beyond the school yard. Nevertheless, not asserting yourself can make you feel taken advantage of and reduces your self-esteem even more. 

				[image: Warningbomb.eps] By not asking for a new project or a salary increase, because you generally find it difficult to ask for anything, you not only feel bad about yourself, but you’re showing you’re not in control of your career.

				You may even try telling yourself that if your employer valued you, then your boss would notice how good you are at your job, offer you new projects and a raise without you having to ask for it. Sadly, in this working era, if you don’t ask, you don’t get. The consequences of not being assertive could mean that you continue to doubt your abilities and feel even more like a powerless victim of your employer.

				Ask yourself the following questions to find out how assertive you really are:

				[image: check.png] Are you able to say ‘no’ when you don’t want to do something?

				[image: check.png] Do you ask for help when you need it or question matters when you are confused?

				[image: check.png] Do you express anger and annoyance appropriately?

				[image: check.png] Do you offer your opinion when you disagree with others?

				[image: check.png] Do you look people in the eye when you’re talking to them?

				[image: check.png] Do you speak up in meetings regularly?

				[image: check.png] Do you speak with a generally confident manner, communicating a genuine interest in your subject and confidence in your opinion?

									[image: TIP.eps]
								Increasing your assertiveness at work

									Just because you aren’t aware of your non-assertive behaviour, don’t assume that other people aren’t aware. Non-assertive behaviour can damage your career prospects because you are allowing other people to not take you or your skills seriously. During staff meetings for example, if you constantly allow yourself to be interrupted, your manager may interpret this behaviour as a reflection of your abilities, regardless of how competent you actually are. Ways to increase your assertiveness and be heard include the following:

										Be aware it’s all about you. Use ‘I’ language, the most useful for expressing negative feelings. ‘I’ language helps you to focus your anger constructively and to be clear about your feelings. For example: ‘When you do (say the other person’s behaviour), the effects on me are (say the results of that behaviour on you) and I feel (describe the emotion you feel). Avoid saying ‘you are . . .’. 

										Don’t apologise for speaking up. You may find yourself starting a sentence by saying, ‘I’m sorry, but . . .’. What your boss or colleagues may perceive you saying is something rather different, such as, ‘I’m sorry for having an opinion, but please let me share it with you anyway,’ which removes the assertiveness from your statement.

										Don’t permit unnecessary interruptions. Remind yourself that your turn to speak is now. Hold up your hand and politely say to anyone who interrupts, ‘Excuse me, I haven’t finished.’

										Keeping your voice down low. A common way people unconsciously communicate powerlessness is by letting their tone of voice rise at the end of the sentence as though asking a question instead of making a statement. This intonation makes the speaker sound unsure and not very credible. Do you raise your voice like this? To add power to your statement, try making a conscious effort to drop your tone at the end of the sentence, keep your voice level and maintain eye contact. Practise at home in front of the mirror.

										Listen to the speaker. Let people know you heard what they said in response to your statement or opinion. Ask questions for clarification.

										Practise your ‘I’ statements on family or friends. Ask people you can trust for honest feedback. Start with less stressful situations, such as why you don’t want your spouse to leave the wet sponge in the cupboard under the sink. Don’t get discouraged if you behave non-assertively in your first tries. Instead, see your practice sessions as a chance to figure out where you went off course and how to improve your handling of the situation next time. 

										Stop being submissive. Avoid behaviour such as smiling too much, nodding too much, tilting your head or dropping your eyes in response to another person’s gaze. You will look too meek and mild and your opinion won’t be heard or valued.

										Say ‘No’. When saying ‘No’, be decisive. Explain why you’re refusing but don’t be overly apologetic (refer to Chapter 3 for more information on saying ‘No’ without guilt).

								

				Finding mentors

				Mentoring can be a very effective support tool for you to ensure that you’re not alone in your efforts to maintain a fulfilling job — and career path — while also staying in contention for future promotions. Mentors have often already been in your situation and can be the best weapon in your fight for better work/life balance. An experienced co-worker knows the employer’s policies and special cases and can provide examples of other employees who set up a good flexible working arrangement.

				A mentor enables you to confidentially discuss any work issues of concern and provides you with encouragement, constructive comments, trust and advice. A mentor provides you with contacts that help you in other areas of expertise, such as finding the right Human Resources (HR) professional to help you, or showing you how to move sideways to increase your skill level. Establishing a mentor partnership also provides you with a valuable support in times of job change or organisational restructure.

				What is a mentor? 

				A mentor is usually a more experienced employee, willing to spend time sharing professional and personal skills and experiences with a more junior employee. A mentor–employee workplace partnership is based on encouragement, relevant advice, mutual trust, respect and a willingness from both parties to learn and share.

				The benefits for you, the less-experienced employee (or mentee) include

				[image: check.png] A smoother progression through promotion and management levels 

				[image: check.png] A supportive and confidential forum where your achievements and disappointments can be discussed 

				[image: check.png] Improved understanding of each of your roles within the organisation 

				[image: check.png] Increased self-confidence

				[image: check.png] Increased skills and knowledge 

				[image: check.png] Increased understanding of the culture and unwritten rules of the organisation 

									[image: TIP.eps]
								Simple ways to find a good mentor

									Look for someone just a few years ahead of you because they will remember what you’re going through. Key steps to finding the right mentor include

										Asking good questions. Potential mentors are most interested in mentees who ask questions that show they are ambitious and skilled. Intelligent questions demonstrate that you understand the mentor’s expertise and you intend using their advice effectively. Mentors want to look after a winner, not someone who needs constant hand-holding and doesn’t have goals. Ask questions such as ‘What further skills can help me get to be a project leader?’ and ‘How did you go about getting your skills on the job?’. Avoid questions like ‘Can you get me a job working with the head of the finance department?’

										Being a good listener. You drive the conversation and then when you’re asked a question — listen. If a mentor needs to know more, the mentor can ask. Don’t find yourself talking more than the mentor or the mentor ends up wondering why you asked for help in the first place.

										Identifying a potential mentor. This person can be any age, but the most effective mentor is someone approximately five years ahead of you in your career. A mentor at this stage knows how ­successfully to navigate through the company from the position you’re in because the mentor can remember being where you are now. Choose someone you admire and someone who has good communication skills.

										Keeping your eyes open. One mentor may not be enough. People often need a few mentors because no mentor lasts forever and each has a different field of expertise. Peter, a high-level government executive director, said, ‘Two of my best mentors were very different from each other. One helped me to fit in with the organi­sational culture so that I could meet other more senior managers and become more familiar with the future directions of the department. The other mentor helped me to keep my focus when balancing my work and life so becoming an available parent was possible rather than difficult.’

										Showing that you’re serious. You can demonstrate that you value your mentor’s advice by carrying out that advice, showing the results, and then going back to review and discuss the situation. If your mentor suggests you participate in a particular project, then volunteer to be part of it. Do a good job and report back to your mentor adding that you’re grateful for the advice because you were able to learn a lot and perform well. 

								

				When you approach your potential mentor, you can explain that studies have shown that having mentors has helped employees benefit from

				[image: check.png] Challenging discussions from mentees with different perspectives (and knowledge of other aspects of the organisation) who aren’t already part of the management

				[image: check.png] Enhanced knowledge of other areas of the organisation

				[image: check.png] Opportunities to reflect upon the mentor’s career and current role

				[image: check.png] Renewed enthusiasm for the mentor’s role as an experienced employee

				[image: check.png] Satisfaction for the mentor for contributing to your development

				As for your organisation, encouraging skilled and senior staff to mentor others can result in opportunities for improved communication between different teams, managers with improved people management skills and reduced recruitment and selection costs.

				Dealing with a Dreadful Boss

				As you know, a good boss is someone who can effectively run a company or team and is able to communicate with, and understand, their employees. If your boss consults you on business decisions, shows appreciation for your hard work and responds with rewards, you most enjoy working for them. Unfortunately, you’re not always going to be lucky enough to have the perfect boss. Although you may be able to find ways to work around — or in spite of — them, bad bosses have a huge impact on your working life and, in turn, your work/life balance.

								What makes a worker stay in a job?

									A survey conducted by AIM in 2004 showed that intangible benefits such as flexible working hours, recognition and respect were second only to competent leadership as the most effective way for an employer to retain good employees.

								

									[image: TIP.eps]
								 Taking your problem to a higher power

									Everyone has the right to a stress-free working life and to be treated fairly at work. If this isn’t happening for you, in the very short term, keep calm. If your boss simply has terrible people skills, don’t take their behaviour personally. Assert yourself in a reasonable manner. Don’t yell back, or take abuse silently. Explain politely that you don’t appreciate being spoken to in such a way. 

									If things don’t improve, try these tips in this order:

										Speak to a trusted colleague. Have they noticed that the boss treats you poorly or that you’re overreacting? Find out how and why your colleague gets along well with your boss. How does the colleague treat the boss differently from the way you treat the boss?

										Seek advice from your HR professional.

										Take your case higher. If your boss’s behaviour is aggressive or abusive, or if all attempts by you to build a reasonable relationship fail, talk about your situation to your boss’s supervisor.

										Contact your trade union representative. 

										Seek training from a skilled ­psychologist. You can learn skills to make you more assertive when talking to your boss, and also to make you more resilient to criticism and not gaining your objectives. Some psychol­ogists specialise in workplace relations.

								

				Many national and international workers compensation jurisdictions have found that a difficult working relationship between employer and employee can have a negative impact on your work performance and lead to physical and mental stress. This situation damages or hinders the effectiveness of any flexible working arrangements you may have made with that boss or an earlier boss. 

				Examples of difficult behaviour shown by some bosses include lack of communication, reluctance to consider any ideas or opinions of their staff, verbal bullying, outmoded thinking and rudeness. All is not lost however. You can improve your working relationship with your boss.

				What not to do with a bad boss

				Behaving as badly as you believe your boss behaves may be tempting but it’s not professional or helpful to your career. Behaviours to watch, when managing a difficult boss, include 

				[image: check.png] Avoiding interaction as much as possible. Trying to not see your manager in the office kitchen, remaining silent in meetings and communicating only via email is not going to improve the relationship. 

				[image: check.png] Increasing the number of sickies (absenteeism). Employers see frequent sickies as weakness and lack of interest by you, rather than as the outcome of the management style. You may miss out on projects or promotions.

				[image: check.png] Leaving the position or organisation. Resigning can be the easiest way out of some unpleasant work situations. However, as I’ve discovered, resigning can merely serve to clear the way for someone else to end up in the same miserable situation that you escaped.

				[image: check.png] Mirroring the manager’s behaviour. This may include rudeness, verbal insults or back-stabbing behaviour. You can end up like two children endlessly yelling and arguing with no resolution, only increasing anger and worsening behaviour.

				[image: check.png] Remaining silent and meekly obeying. The manager may like your timidity but you can find yourself seething, dreading coming in to work or becoming depressed.

				How to meet on common ground

				If you and your manager disagree on issues relating to your access to work/life flexibility policies, the workload involved, types of work you’re required to do or even how to run the workplace, various methods can be introduced to encourage communication between you, including 

				[image: check.png] Aiming to solve the disagreement: You don’t have to win every single argument you have with your boss. Instead, you can ask for your boss’s opinions on an issue. Really listen, take notes, ask open-ended questions and find the positive comments.

				[image: REMEMBER.eps][image: check.png]Being calm and reasonable: Your boss doesn’t have to feel the same way about an issue as you do and isn’t going to continue discussing an issue with you if you lose your cool. 

				[image: check.png] Complimenting them: Yes, you can compliment your boss on any suggestions that you think are workable. You can always find some common ground — no matter how minor — that you already agree on, so tell the boss when you agree with a comment.

				[image: check.png]Recommending instead of demanding: Suggest your ideas rather than insist on your way or no way. Explain how your ideas can benefit the organisation. 

				[image: check.png] Researching: Your boss may be more interested if you can show that you have thoroughly researched your ideas and can present them professionally, discussing both the possible benefits and the drawbacks. 

									[image: WorldWideWeb.eps]
								Finding your work entitlements

									If you have tried everything within your power to establish a fair working arrangement and are still struggling to get it under way or the support of your manager and colleagues, there are several avenues you can seek help from:

										www.actu.asn.au: The Australian Council of Trade Unions (ACTU) can provide a different view of workplace conditions under WorkChoices and the industrial relations. The ACTU Workers Hotline is free and provides confidential advice on work-related matters.

										www.dewr.gov.au: The Department of Education, Employment and Workplace Relations (DEEWR) offers you a report on flexible working practices for Australian employees and businesses which discusses the barriers and benefits of working from home, as well as successful government and private sector initiatives.

										www.aifs.gov.au: The Australian Institute for Family Studies (AIFS) c­onducts research into family relationships, work, community life and care needs. AIFS has a wide range of resources and publishes the quarterly journal, Family Matters that covers key issues affecting Australian families.

										www.hreoc.gov.au: The Human Rights and Equal Opportunity Commission (HREOC) provides easy-to-understand information on eliminating discrimination and harassment in the workplace, best practice guidelines for employers and small businesses and a directory of contacts and resources.

										www.oea.gov.au: The Office of the Employment Advocate provides assistance and advice to employees and employers on the Workplace Relations Act and Australian Workplace Agreements (AWAs). 

										www.workplace.gov.au: This Web site is ideal for information on federal legislation, information for employees, employers’ rights, WorkChoices conditions, certified agreements, fact sheets and information on the Workplace Relations Act.

								

				Establishing Excellent Work/Life  Balance Policies

				A very effective way to ensure that your own flexible working arrangement continues is to help your HR department or manager write a policy on work/life balance. You may be surprised at how enthusiastically your offer of help is accepted. A lot of workplaces like the idea of introducing work/life balance policies but don’t know where to start.

				Most effective work/life policies currently in place in Australia and around the world contain at least some advantages to employees. Through discussions with your in-house experts (HR officers, your boss, other managers and key staff members) and by searching out what other employers are doing, you can offer recommendations you think best match your workplace. 

				Allowance for the following work/life situations is very common in Australian:

				[image: check.png] Carer support

				[image: check.png] Flexible working options

				[image: check.png] Leave options

				[image: check.png] Personal work/life balance

				Flexible working options

				Everyone wants flexible working options available if and when needed. Employees also want their bosses to have guidelines to help consider employee requests fairly and promptly. I’ve done some of the hard work and sought out options that are tried and tested by many employers and have been shown to work. Some options that may suit your workplace include 

				[image: check.png] Compressed work week: Working a full-time week in four days. 

				[image: check.png] Flexi-time: Starting and finishing at variable times. 

				[image: check.png] Job sharing: Two people split one job. 

				[image: check.png] Part-time working: Working less than standard full-time hours. 

				[image: check.png] Telecommuting: Working from home on a regular or as-needs basis.

				[image: check.png] Term-time working: Working only during school terms. 

				For more information on these options, refer to Chapter 8.

				Personal work/life balance

				Development plans let managers and companies review work/life balance policies on a regular basis. Planning ahead for the busiest working times or recruitment drives or accommodating the changing needs of staff (for example, people moving from full-time to part-time work) can be done using

				[image: check.png] An open-door approach to problems, as well as groups for managers to establish good rapport with their staff to ensure that business and personal needs are met 

				[image: check.png] Individual development plans and regular appraisals 

				[image: check.png] Mentoring by experienced colleagues or by external trainers 

				In addition to standard amounts of annual leave, sick leave and maternity leave, employers are increasingly adopting more flexible leave options to attract and retain their valued staff and listing them in their work/life balance policies. These new options can include 

				[image: check.png] Additional purchased holiday leave: This leave is commonly known as 48/52 where an employee gains four weeks of extra leave and spreads the salary impact of this leave without pay over each salary period for the year. 

				[image: check.png] Career breaks or sabbaticals: This option is offered to staff working out of Australia for long periods. Employers in many countries are also recognising the value of giving their staff longer breaks from work, especially for employees approaching retirement age, or for travel and study needs. Employers can see that providing leave without pay enables people to take a longer break and return refreshed instead of burning out and leaving altogether. (See Chapter 13 for more on this topic.)

				[image: check.png] Paid paternity leave: New fathers need time from work to adjust to the demands of a new baby. This can be anything from a week to six months, depending on the employer, industry, country and whether the father is offered leave that’s paid, part-paid or unpaid.

				[image: check.png] Study leave: For many years, employers readily offered study leave (especially during exam times) to staff studying in a field that directly benefited their work. However, nowadays, more employers offer study leave opportunities to staff members studying in unrelated areas as a means of rewarding the employees for their work, their loyalty and their need to have greater work/life balance. (See Chapter 12 for more on this topic.)

				Carer support

				As mothers and workers nearing retirement age are encouraged to stay in the labour market, employers can help with their family care responsibilities, especially when some workers provide care to elderly parents or relatives, as well as for their children. Employers can help employees with caring responsibilities in the following ways:

				[image: check.png] Child-care providers: Provide information on where child-care centres, family day care and other child-care providers are located close to the workplace or en route to work from the employee’s home.

				[image: check.png] Partnerships with local child-care centres: Larger employers sometimes partner with child-care centres to offer subsidised child care or preferential places to employees.

				[image: check.png] Salary sacrifice: Some employers make this offer to help the worker buy equipment, such as medical equipment when the employee has a child or elderly parent with disabilities.

				Asking the experts

				Most employers in reasonably large organisations have a Human Resources (HR) expert (or department). These professionals are there to help employees. Most Australian employers with more than 100 employees have some guidelines — however vague or outdated — that cover the types of leave available to workers. In addition, HR professionals actively seek more information and training on work/life balance issues and are open to reviewing and re-drafting policies.

				So how do employers get their workers to take an interest in the new work/life balance policies you may have helped HR produce? Here are some ways:

				[image: check.png] Create opportunities for open discussion: You can establish a specific Intranet discussion group on the work/life balance policy and call for suggestions, problem solving and the gathering of case studies from other employers. Invite the contributors to add comments anonymously. Most office network packages have this option.

				[image: check.png] Include the policies in training: Make sure your workplace work/life balance policy is a mandatory part of in-house management and training courses and is included in induction courses for new staff.

				[image: check.png] Make the policies available: Add copies of the new workplace policies to recruitment materials, new staff manuals and the HR section of the staff online information portal.

				[image: check.png] Provide rewards: Staff and managers who work together to achieve a happier workplace through appropriately adopting the new policies can be rewarded via a salary increase, a staff lunch paid for by the company, a ‘bring your spouse/child/dog to work day’ chosen by the staff member, gift vouchers and time off to attend a course or conference. The ideas are endless.

				[image: check.png] Publicise success stories: In workplaces with more than 50 employees, word-of-mouth stories about how Peter’s compressed hours led to improved customer service, or why Melinda is working at 7 am, are likely to miss a few people who may be genuinely interested. Publicising the policies and details of the staff members who are benefiting from the policies can be easily done via a weekly staff email or a staff-only Intranet site.

				Measuring Success

				Calm down, this section is not about the new expectation that you’re now going to take over the entire Human Resources department when your position is in a completely unrelated field. However, becoming familiar with the ways in which your manager and/or HR professional can monitor staff levels in order to determine how successful their work/life balance policies have been can be very useful to you. 

				Noticeable improvements in staff retention, reduction in recruitment and training costs or outputs can help you — and other work/life balance champions and HR professionals — emphasise the importance of work/life balance policies to senior management. You may even be asked to help run a working group or committee to review the results and work out ways to improve your organisation’s uptake of flexible working options, publicise the policy or think of ways to improve it. 

				One of the simplest ways to help draft up a work/life balance policy is to ask the staff. Staff surveys are readily available in easy-to-adapt templates on the Internet and can provide some good insights into what employees need to stay with the organisation and remain productive.

				An established method of determining if your workplace is making improvements in retaining good staff and reducing staff turnover is to monitor the numbers. Most workplaces have computerised HR-management systems that are able to track employees by age, gender, position within the organisation, full- or part-time status and rates of sick leave taken — among other things.

				Here are some questions that can be asked of staff statistics to help you determine work/life balance policies:

				[image: check.png] Do women who take maternity leave return afterwards? If not, why not? If yes, how many work full time and how many work part time? 

				[image: check.png] How do overall staff turnover, maternity leave, sick leave and workers compensation claims compare with other employers in your industry?

				[image: check.png] What are the key causes of absence from work? 

				[image: check.png] What are the key causes of workplace injury (physical and psychological)? What areas of the organisation are creating the most claims? How do the numbers of claims compare with the past few years?

				[image: check.png] What are the rates of absenteeism this year compared to the previous year?

				[image: check.png] What are the reasons for turnover? Does the organisation conduct exit interviews or provide exit surveys?

				[image: check.png] What is the level of staff turnover? What was it like twelve months earlier? What was it like two years earlier?

									[image: RealLifeStory.eps]
								Employees can run a workplace

									Gavin joined a large institution last year after spending the majority of his working life at an executive recruiting firm. After familiarising himself with the institution’s human resources policies, he was shocked to discover that they had never conducted a focus group or run a staff survey in the organisation’s 20-plus year history. So Gavin approached his new employer and suggested a staff survey that promised to make work practices better for the employer, the employees and himself. 

									‘After running a focus group with key staff representatives, we drafted a confidential survey that went out to nearly 2000 people. We had a response rate of more than 50 per cent and received a lot of very valuable information — not just from the tick-a-box answers but in the comments fields. People were just so relieved to have been asked to contribute ideas to our work/life balance and some even put down their contact details.’

									Gavin contacted the employees and put together a working group given the responsibility of drafting and implementing a work/life balance policy. ‘One of our executive directors is also on this committee to ensure that we have senior level representation. Twelve months later, the policy has been launched and all managers are required to have the work/life balance policy as a permanent agenda item for their monthly meetings. Uptake on the policy has been significant.’

								

			

		

	
		
			
				Chapter 10

				Putting the Life into Your  Work/Life Balance

				In This Chapter

				[image: missing image file]	Making dinner kids’ time

				[image: missing image file]	Surviving the family holiday

				[image: missing image file]	Enjoying weekends

				[image: missing image file]	Working for the community

				When you think of work/life balance you can fall into the trap of making sure that you meet your commitments at work and have enough time for home — only to fall into a heap when you walk through the front door.

				This chapter discusses what areas of your home life are important to ensure you have genuine work/life balance that’s right for you. Simple activities like eating meals together around the table can bring your family closer together. Valuing the assistance from grandparents and good child-care providers also eases the burden of responsibilities. Your work/life balance is also restored when you take regular holidays and I discuss how important a holiday is to your health and wellbeing. No job is so important that you’re required to work 365 days a year to get it done.

				Another significant factor in your work and life is being able to contribute to your community. Communities need help and you can offer yours. This chapter provides you with ideas of how you can contribute, including asking for days off, sponsored by your employer, to giving up a couple of precious hours to create something on your computer for a community project.

				Doing Time for the Kids 

				The concept of quality time (how well you spend your time with your children rather than how much time you spend) is something you have heard and read about for years. Trying to get all the members of your household in the same place at the same time can be that difficult. However, when you rush between work, school, sports and social commitments, and feel as though you’re holding down a second job (with housework, cooking, pet care, helping with homework and sticking to bedtime routines), it’s no wonder you collapse when you arrive home from the office. 

				Getting back to basics, such as eating dinner together, involving grandparents with the children and turning off the television to talk to each other, are some strategies you can try to find unstructured time that enables you all to stop rushing around and, instead, spend some real time together.

				Families that work well

				Families are no longer just Mum, Dad and the kids. Families these days have many variations. Whatever the structure of your family, the people in it are the most important part of your personal life. They affect everything you do — including your working life. Studies show that healthy families make time for talking and listening, show affection and encouragement, accept differences, share chores and decisions, keep in touch and make time to be together.

				Making time for talking and listening 

				Talking with your kids is as important as paying the mortgage and making sure that the house is relatively clean. By talking, I don’t mean nagging, something I find myself doing far too often. Think back to how you felt as a child. The people you connected with best were most likely the ones who listened to what you had to say. Listen to your child without finishing their sentences or lecturing them. Check that you’re understanding them by repeating what you just heard but in different words and encourage their conversation by adding, ‘Really!’ or ‘Mmm, hmm, and then what?’ Again, try to remember what it feels like when you want to talk and have someone just listen. 

				Showing affection, encouragement and appreciation 

				You feel good when you’re encouraged and appreciated and this is no different for kids. Tell your child what you love and like about him or her and show your affection through hugs, thoughtfulness and kindness. 

				Most people find it easier to criticise than praise, a role that’s very easy to slip into as a parent: ‘How many times have I told you to . . . oh sorry, you have already done it.’ Have you found yourself making that silly comment and then having to backtrack. You think about what you say to adults. Think about what you say to kids too before you say it. Pause for a few seconds and think about the positive words you can tell your child about their behaviour, how nice they look, how well they’re doing at school, and so on.

									[image: TIP.eps]
								Family activity tips

									Thinking up activities to do together is not difficult. If you have some time to put aside for your family, ask your partner and children how they would like to spend the time. As well, here are some activities to choose from:

										Be active: Not only are you setting a good example when your children see you power walk, play tennis or bowl a leg-spin, you’re helping the children develop a love for exercise, fresh air and more playing time with the family.

										Find a shared hobby or project: Choose a fun activity that appeals to you and your child’s interests and that’s something you each look forward to doing and talking about afterwards. Simple activities, such as cooking, painting or fishing, give you a chance to show a side of your character other than just work.

										Help with homework: Helping with homework is a great way to show your child that you’re interested in their learning and are prepared to spend time helping (not doing it all) and encouraging them. 

										Play games: Turn off the television and computer and teach your kids how to play board games. The games that you used to play as a kid can still provide hours of laughs, competition and conversation.

										Plan family outings: Get out of the house and go for a drive with a picnic lunch in the back of the car. Visiting your local park, zoo or beach can be a time to just enjoy being alive without any other distractions. This shows your children how much you value your time with them.

										Read together: Parents reading to their children has long been acknowledged as one of the most important activities you can do together. Reading to your kids develops an interest in books, languages and learning and increases their attention spans. If the child is very small, the experience can be enhanced by asking questions about the story and by looking at the pictures together.

										Start a family calendar: Work schedules are increasingly hectic and family time can end up becoming a low priority if times are not properly planned and scheduled. Have a large calendar near the telephone or  on the fridge with key work ­commitments and family events marked on it. Encourage the whole family to contribute to this ­schedule and refer to it first before ­accepting any further invitations. This keeps your family time free from ­interruptions or ­cancellations.

								

				Accepting each other’s differences 

				No-one should feel like the odd one out in a family, regardless of that person’s love of reality television, punk bands or Goth gear. Successful families appreciate and value the differences in each family member, knowing that everyone is special. This valuing allows each member of the family to feel happy about his or her role and personal interests and to respect others’ interests as well. 

				Sharing the load 

				Show children how to do specific jobs around the house so they can contribute to the family and see the value in helping others. The younger the child, the more supervision is required from you, but give children chances to do tasks by themselves and genuinely praise them for their efforts. Use your powers of grown-up control wisely — preferably through humour and encouragement, rather than put-downs and threats. Doing jobs together also shows them the value of team work and that you’re practising what you preach. My mum and I used to do the dishes after dinner and despite it being a chore, we had some of our best conversations together during that time.

									[image: RealLifeStory.eps]
								 Does eating at the table work for your family?

									Here are three versions of advantages when the family eats together at the table: 

										Richard says, ‘We always eat at the table during the week and usually kick off our conversations with the usual, “So what was the best part of your day?” question. Even the grumpy 15-year-old hangs around for the conversation (even though he rarely contributes), as well as eating every morsel of food placed in front of him.’ 

										John says, ‘When is there a better time to talk to your kids and your wife, to find out what’s happening in each other’s lives? We eat healthier, balanced meals, the kids do better at school because they don’t feel neglected and I know that our kids have better table manners than most of their friends.’ 

										Rachel says, ‘It’s not only eating together around the table that’s important in my home. It’s also the growing or buying of the food and getting the kids to help. Having our own vegie patch means that the kids learn about the seasons, how much better food tastes when grown naturally and how they helped contribute to our meal. Another good outcome is that the kids like vegetables, such as broccoli, spinach and beans, because they’ve helped grow them.’ 

								

				Setting little rituals for larger reasons

				The little family rituals that you do every day can help provide a sense of security and comfort to you all. You may have special little routines for breakfast together, with specific roles for each family member. For example, 8-year-old Lauren feeds the dog, Dad gets the breakfast cereals out, Mum makes the coffee and 5-year-old Millie opens the curtains in the kitchen and family rooms. Rituals are also good for saying goodbye on school and work days and can help ease you back into the home zone after a day at work. Lauren says, ‘I love it when Dad comes to pick me up from after-school care because we walk home holding hands and I can tell him about the things I did that day.’ 

				Opportunities arise for special family-time rituals on weekends. In our house, my husband cooks breakfast on Sunday mornings, helped by our daughter, Carly. The three of us take our time to enjoy the meal, sitting at our kitchen bench chatting together, still in our pyjamas. It’s our time to relax and not have to rush off to school, work or sport. 

				Ditching dinner in front of the television

				According to recent Australian research, the good news is that most Australian families or households eat their evening meal together. The slightly less good news is that around 50 per cent of them do it in front of the television and not at the dining table. When the majority of your working time is eaten up (pun definitely intended) with work, slumping in front of the television with a plate full of food can seem like the easiest option. 

				This habit concerns some dietitians who believe that turning on the television can make you automatically grope for a snack that’s usually not particularly healthy, and continue snacking when you’re not feeling particularly hungry. Also, evening meals in front of the television are often takeaways (the much-maligned time-savers). Being focused on the screen means that attention to details, such as complementing the meal with some vegetables, salad or fruit, is forgotten. 

				Dietary concerns aside, eating family meals together — around the table, with the television turned off — is considered the best way to not only promote and encourage better eating habits but also to be the main time of the day when the family gets to be in the same place at the same time. (Refer to Chapter 3 for details about happy meals.)

				Balancing babies

				Whether it’s your first child or your fifth, returning to work after taking time off for parental leave can sorely test your strength, as well as any efforts at establishing some work/life balance. When you return to work in the first months or years of your child’s life, you can make life easier for yourself and for your child with a couple of simple changes.

				However, you have to face the fact that difficulties are always going to exist. Work and child care introduce major changes to the life you’ve known and situations, for example sickness and accidents, are going to arise. You need to be ready to deal with these as best you can when you’re at work. 

				Arranging flexible work times with your boss is essential. Explain that you need to cover yourself for unexpected difficulties with options such as later starting times. Starting later helps you to hang around a bit longer with your child while getting familiar with the new carer and child-care surroundings. 

				Choosing child care

				Arranging a carer for your child can happen smoothly. Key steps include

				[image: check.png] Choosing the kind of care your child needs. What kind of personality and temperament does your child have? If he or she is sensitive and gentle, then a one-to-one or small intimate care situation is best. If he or she is outgoing and energetic, then a larger group provides opportunities for social interaction and learning — especially for 2–3 year olds. 

				[image: check.png] Considering your child-care options well ahead of time. Visit different types of care and get the feel of the places and the people and how they might suit you and your baby. If you’re looking at a child-care centre, inquire about waiting lists and application forms to be completed. Ask your friends for recommendations.

				[image: check.png] Developing reliable habits. Set specific rituals for the mornings you drop off your child and the evenings when you get back together. Try to spend at least ten minutes together when you get home to reconnect through cuddling and playing before starting with the dinner and bath. 

				[image: check.png] Involving yourself in your child’s care. Have a good discussion with your child’s carer before you go back to work so the carer knows your child’s likes and dislikes. Build a relationship with your child’s carer that means you can openly discuss any concerns or successes experienced during child care. 

				[image: check.png] Providing information. For a younger baby, make sure that the care is as similar as possible to what the baby’s used to at home. Let the carer know what your baby likes to eat, how he or she likes to be held, the words you say when comforting, your favourite songs and which toys are favourites. Make sure the carer lets your child have their favourite cuddly toy when you have left for work. 

				[image: check.png] Talking about child care. For toddlers and older children, you can prepare for the change not only by talking about child care but also by acting it out. If Play School can use stuffed toys to educate children, so can you. Emphasise that at the end of the time apart, you’re coming back together and returning to the familiar and secure home. 

				[image: check.png] Visiting the child-care centre. Visit the centre you’re using as many times as you can before you start work. Visiting regularly is an effective way to introduce your child to the arrangement. You can stay with them for the first couple of times and then leave for increasingly longer periods. Even if he or she is sad, make sure you let your child know each time you’re leaving so he or she can trust you not to sneak out. 

				Despite all of your well-planned return-to-work preparations, you’re going to experience lots of conflicting emotions. Although you may be looking forward to chatting with adults, having extra money or resuming your career, you may also be worrying about your child’s safety, whether the child’s fretting for you or about the stages of the child’s development you’re now missing out on. These emotions are understandable for parents returning to work after months or years spent minding babies.

				However, with a manageable routine, you’re going to have as much time with the child as possible outside working hours. If your child is restless at bedtime and can’t go to sleep without you being near, make it a time for you both to get some rest. Don’t stress yourself out about uncompleted household chores — they’re still going to be there waiting for you after you adjust to work and child care.

				Groovy grandparents

				Your parents — your children’s grandparents — can play a hugely important role in your children’s lives and help you achieve some work/life balance. If you imagine a grandmother, often she’s a grey-haired old lady in spectacles, knitting. These days, many grandparents are young at heart and fit and are likely to live an active life for many years. Grandparenting gives your parents the opportunity to spend time with their grandchildren that they may not have been able to do with you because they were working. As well, grandparents provide you with very welcome child care and parental support.

									[image: TIP.eps]
								Child wrangling for the grey-haired generation 

									You can help your parents look after your kids a lot easier by providing

										Assistance in child-proofing: Your parents’ house may no longer be safe for curious toddlers. If your children are very young, it pays to double-check that your parents’ special things (such as ornaments, glass tabletops and pot plants) and poisons such as medicines and washing liquids are safely out of reach. 

										Books: All children love stories. In addition to finding your own childhood favourite books, you can keep up an ever-changing and affordable supply by visiting library sales, garage sales and second-hand book shops. Stories don’t have to be printed either. Encourage your parents to tell your kids stories about the ‘olden days’ (that is, before the change of millennium). 

										Freedom to allow your parents to have their own set of rules: Grandparents are allowed to spoil their grandchildren — it’s in their job description! They may be stricter in other areas such as the limits set for the amount of TV, DVD and computer in their home.

										Invitations to your children’s activities: School concerts, grandparents’ days, sporting events, and so on are ideal activities for grandparents. Showing your parents that you value their involvement in more areas than just providing baby-sitting also shows your children that their grand­parents are proud of their achievements.

										Toys and games that are different from what they have at home: You could see if your parents still have some of the old board games, toys and books that you loved when you were a child. Or even some of the toys and play equipment that they loved when they were children. 

								

				Your parents are not required to have their roles and responsibilities for your children set in stone the way your roles are. Talk to your parents about what you’d like them to do with you and your children. Issues to cover can include 

				[image: check.png] Asking them what involvement they’d like in their grandchildren’s lives. This can lead to discussing what babysitting they are interested in. However, don’t assume your parents are going to replace paid child-care arrangements. They’ve already done their share of child-rearing and may only wish to take on the kids occasionally. Grandparents have their own social lives, clubs and holidays and you need to be prepared for some  re-scheduling or cancelling of previously arranged babysitting dates. 

				[image: check.png] Convenient times for phone calls and when not to ring (for example, at meal and bath times).

				[image: check.png] Listening carefully to your parents’ views on bringing up children. If the rules have changed — and they do for every generation — explain your ideas and listen to theirs. Grandparents may not behave with the children exactly the way you do, but they mean no harm so you may have to accept their different ways. 

				[image: check.png] You need to let your parents say when caring for the children is too much for them and when they need some time to themselves. Looking after more than one child at a time can be very tiring. People need to feel free to say ‘No’ sometimes without the world ending. 

				Having Happy Holidays

				If I had a dollar for every time that I have thought or heard others saying, ‘Oh no, I can’t take time off work now, I’ve far too much to do,’ I would not only be rich, but hopefully on a relaxing first-class holiday.

				In fact, those types of comments are like the proverbial red flags frantically waving in front of your face, trying to get your attention. Work/life balance is calling you. Get over yourself and your own sense of importance. No-one is irreplaceable and the workplace can survive without you. If you’re one of these people, remember that you owe it to yourself, your family and your work mates to take a decent break and recharge your batteries. If you don’t take a break, you may find yourself not only suffering physically, mentally and emotionally, but also causing others around you to suffer from your unrealistic expectations and your rapidly declining work quality. Not to mention how the family is going to cope with your increasing exhaustion and irritable moods when you finally drag yourself home every night. 

				Go on, get out!

				Researchers say that good holidays have benefits that extend longer than the time you spent away from work. Workers who take holidays also tend to develop and stick to new habits, such as exercise and improved diet. And being on holidays can help re-establish relationships with your family and friends. 

				[image: TIP.eps] Here are some tips for a fruitful holiday:

				[image: check.png] Get over yourself: Facing facts is your biggest challenge. Telling yourself that you think your workplace can’t cope without you at work is arrogant. You owe it to your health and your loved ones to take a break. Most importantly you deserve one.

				[image: check.png] Leave your work toys at work: No email, laptop or mobile phone on holidays, thank you. Maintaining your contacts with work — or telecommuting by stealth — only increases your state of tension as you continually scan your emails for bad news or complications. 

				[image: check.png] Listen to your body: Stay tuned to your body’s warning signs. Fatigue, difficulty falling asleep and waking up, irritability, low concentration span, neck, head or back aches are all physical signals telling you that you need a break.

				[image: check.png] Reminisce: For your ideal holiday, think about the best holiday you had. What was so good about it? What did it do to refresh you? How can you plan a holiday to repeat that experience? Reminiscing makes you want to have another holiday like the best one. 

				Surviving the summer holidays

				When the long summer holidays are almost here, the kids across our wide brown land get more and more excited. For parents, the reaction is very different. Trying to stretch out your entire year’s recreation leave entitlement of four weeks into the kids’ allotment of thirteen weeks is mathematically impossible.

				If you can’t take annual leave during this time, sorting through the school vacation-care programs on offer can be stressful. Contacting friends to share care with on specific days, wrangling with ex-partners over where the kids are to spend their time, battling financial pressures over Christmas and being pressured to spend on expensive entertainment to keep kids from getting bored . . . no wonder holidays feel like humbug by the time December comes around. 

				Admitting that the long summer holidays are hard work is perfectly okay. You’re not alone with these dilemmas and you don’t need to feel additional guilt over not being able to spend the entire 13 weeks of your child’s school holidays each year at home, entertaining your children 24 hours a day. Nor do you have to feel like a third-rate parent for not being able to afford to take them to Disneyland for a fortnight or on expensive days out shopping or paying entry fees to theme parks.

									[image: TIP.eps]
								Finance-friendly fun for kids

									Not every event in the school holidays has to cost you a fortune. Here are some activities to consider when trying to keep kids happy and your eye on the budget:

										Find art galleries and museums: These often have children’s days or visiting exhibitions that are of particular interest. These visits encourage your children’s creative or scientific interests as well as you learning something together. 

										Find out about local events: Check your local newspaper, mail drops, your local council and tourist information centres for what’s happening in your area. 

										Get the kids to design a game that you can make the next day: Give the children ideas to keep the game simple, such as making paper planes to race, mobiles to create and hang outside, home-made skittles and cubbyhouses from empty boxes. It’s amazing what you can do with toilet rolls and sticky tape. 

										Keep it simple: If the weather is good, go to the local pool for a swim. When it’s sunny but not too hot, do something easy like a picnic or cricket. You can visit a nearby playground or play in your backyard.

										Make a list of your favourite childhood games: Old favourites, such as chalk drawings on a blackboard, knuckle bones, skipping, hopscotch, marbles, home-made play dough or cooking won’t cost much and your kids can enjoy finding out what you used to play when you were young. 

										Staying at home is okay: Your children can use their imagination and independence by playing in the backyard or in their  bedrooms.

										Visiting your local library: Not only can kids find books, DVDs and computer games to enjoy and borrow, but many libraries hold special holiday events, such as storytelling and art and crafts sessions during the school holidays. See if you can find some books on keeping kids occupied on holiday rainy days. Some really good books are published in Australia with all sorts of creative ideas, using very basic stuff you already have at home. 

								

				Here are a few tips that can help you not only survive, but somehow enjoy the holidays, whether you’re at home, away on holidays or working:

				[image: check.png] Being bored is not all bad: Allow your kids to feel bored. When you hear them complain, feel free to say the same thing that your parents said to you: ‘Go and find something to do.’ Kids need to fire up their imaginations and have opportunities to think up their own ideas to keep themselves occupied. And you then have the opportunity to read a book or do some gardening while they’re busy. 

				[image: check.png] Encourage hobbies and interests: Look into what children’s summer courses and day programs are available in your local area. Most libraries, community centres, schools and sports centres have activities designed to encourage kids to try new activities.

				[image: check.png] Get the whole family to decide on activities: Whether sitting in the front seat on the drive to the beach, deciding what restaurant to visit for dinner or choosing the park for a picnic, kids love the chance to be part of the decision-making process. You find that among the suggestions to visit the North Pole or eat your body weight’s worth in red frogs, children come up with some good suggestions: adventure playground, visiting grandparents, cooking, and so on. 

				[image: check.png] Lazing around is okay: Like you, kids need some unstructured time to just hang around watching television, play on the computer or listen to music. It’s their holiday and they need to rest and refresh themselves as well. 

				[image: check.png] Leave info and rules: If you have to leave your older children alone at home while you’re at work, give them clear instructions (written and obvious) about what to do if a problem arises. Leave a list of phone numbers of people they can contact or go to in case they can’t reach you. 

				[image: check.png] Plan ahead and get your diary out: Look for what child-care options are available in your area ahead of time and see whether other parents attached to your child’s class might be interested in scheduling in some days where you can take turns in looking after each other’s kids for a day or two. Better still, if you can mix the time with some days of your own annual leave, plus swap days with other parents and book in some vacation care, you may find that, with your careful planning, the holidays are under control. 

				[image: check.png] Remember that it’s your holiday too, even if you’re at work: If your kids are being looked after by a friend, your parents or at a structured and safe holiday event, relax — this is partly your holiday too. Don’t feel guilty if you pack the kids off for the day and you stay home alone or if you get a babysitter so that you and your partner can have a night out. Kids need a break from you and a change of scenery too. 

				[image: check.png] Reintroduce routines in the last week of school holidays: Your kids are used to later nights and sleep-in mornings on holidays. However, you need to get back into normal bedtimes before school resumes. That way, getting up in the morning isn’t such a struggle when they go back to school.

				Travelling with children

				Travelling with children is what my brother describes as ‘rewarding, not relaxing’, but you can plan beforehand to reduce the strain of grizzling kids when you still have kilometres to reach your longed-for destination. 

				If your children are old enough, ask them for their help and ideas to plan the itinerary for the trip so they can get excited about it. Complicated trips require lots of travelling. Jam-packed itineraries or too many visits to adult-oriented attractions, such as museums, can be difficult on children and aggravating for parents. Keeping your trip as simple as you can reduces the number of problems because children have short attention spans and get tired very quickly. 

									[image: TIP.eps]
								How to meet your own needs during a family holiday

									You’ve finished the most important parts of your job and left enough emails, notes and back-up information to keep the office ticking along in your absence. The house is locked securely and you’re ready to get into the car with your family and get away. But you’re forgetting one important fact: What are you getting from this holiday? Here are some answers:

										Empty diary: You may want to see and do everything you can to get the most out of your location, accommodation, activities and the money the holiday is costing you. Stop! Take it easy. Dashing around like an over-caffeinated road-runner is the best way to make sure you come back from your holiday feeling just as burned out as when you left. The Big Banana, cuddly-koala tour and shopping mall can exist without you if you want to stay behind and read.

										Manageable holiday budget: Remind yourself that impulse buys cancel any relaxing effects of your holiday if you’re faced with whopping credit card bills when you get home. 

										Flexible and realistic attitude: Accept that parts of your holiday are going to work out better than you expected, while other parts are not going to be as wonderful as you dreamed. That’s normal. Take a deep breath, make sure everyone in your holiday party is safe and then relax.

										Willingness to spoil yourself: Scheduling periods of utter nothing is wonderful. Set aside a few hours a day to stop, read the paper, put your feet up or nap like a 3 year old.

								

				Some tips to make family holidays a little easier include 

				[image: check.png] Asking your travel agent for suggestions. 

				[image: check.png] Giving older children your camera or their own disposable one so they can take their own pictures. Encourage them to write a diary entry every evening to record their holiday adventures. 

				[image: check.png] Hiring bulky baby items, such as a pram, cot and high chair, when you arrive at your destination, to save you dragging along your own. 

				[image: check.png] Making use of the kids’ club or babysitting facilities at your hotel from time to time so you can have some time alone. 

				[image: check.png] Selecting appropriate accommodation, such as self-contained apartments with a separate bedroom, breakfast provisions or caravan cabins with bedding provided.

				[image: check.png] When visiting tourist or historical attractions with older children, try negotiating specific adult and kid times, such as doing something the grown-ups want in the morning and something kid-friendly in the afternoons (which can also be winding down time and a good opportunity to go for a walk or sit by the pool).

				Coping with Christmas chaos

				If you’re like me, Christmas can feel a fair bit less about celebration and goodwill to your fellow men and more like credit card debt, never-ending shopping, fighting for car parking and feeling more burned out than the over-cooked turkey lunch. Because Christmas coincides with the end of the school year and the associated challenges of planning holiday-care options and activities for the kids, more pressure is put on you at work to finish up key tasks before the Christmas and New Year shutdown. As a result, by Christmas Day you can feel a bit exhausted, leaving you wondering just when you’re ever going to get any time to yourself.

				Don’t despair. With a bit of planning and organisation, you can survive Christmas and even enjoy the sights, sounds and silliness of the festive season:

				[image: check.png] Delegate Christmas duties. I have been guilty of thinking that the shopping, cooking, cleaning, entertaining of house guests, responding to invitations, writing cards and so on is entirely up to me. Not so.  

				[image: check.png] Ask your family to help and hold a meeting to delegate tasks that are appropriate to age and skill (my husband cooks like a chef, so I’m happy to put up the decorations and load the dishwasher afterwards). Arrange for any Christmas events you’re hosting to be bring-a-plate catering and get your creative kids to gift-wrap the presents. Kids like to be a part of organising Christmas and they appreciate how much work — and fun — Christmas preparations can be. 

				[image: check.png] Double up your duties. Buy presents online during your lunch hours and have coffee with a friend you won’t be able to catch up with on the weekend. Forgive yourself for buying the pudding from the supermarket and cook a chicken breast roll instead of spending hours wrestling a turkey into the oven. Set up the tree as a family after dinner one night and together decide what news and photos you’re going to contribute to your Christmas email.

				[image: check.png] Make some time for you. Scheduling time out for yourself is one of the best gifts you can give to everyone so that you don’t end up turning into a red-eyed and frantic Christmas crackpot. When everyone else is busy fighting over the last limited-release must-have computer console, go for a swim or take yourself off to see a movie. 

					[image: check.png] Save paper and postage. Instead of being forced to write 100 Christmas cards to family and friends over the country, make a donation to a preferred charity and email everyone explaining what you’ve done. Use your family email to wish your friends all the best for the season. You may start a trend so that they too no longer feel the obligation to send out cards that clutter up mantelpieces and fall over every time the door opens.

				[image: check.png] Save your holiday spirit by staying in. Make sure that you have at least two nights of the weeks leading up to Christmas and New Year to sit home and relax with your friends and loved ones. Sharing a favourite family dinner, renting some DVDs or having a board-game night are easy ways to share some simple socialising time.

				[image: check.png] Use your diary for decision-making. You have four invitations for the same night but you’re allowed to choose between them. Don’t make the mistake of thinking you can make an appearance at all four functions. As you do at work, do at home — prioritise the events that are most important to you and make sure you also have enough free time to do your preparations for Christmas and simply take a break. Say ‘No’. Many people have too many commitments over Christmas and would, in fact, prefer to accept your offer of organising a get together in January or February instead. 

				Working for the Weekends

				Your weekends are precious. You work all week while dreaming about the weekend and how much fun you’re going to have. Yet often weekends can end up just as time pressed and stressful as the week, leaving you feeling resentful, tired and dreading work even more. 

				Making plans for your weekend can help you to achieve what you want to do without getting side-tracked by chores. Jot your plans down on Monday night and allot some time to do a few major chores during the week, such as a couple of loads of washing on Wednesday night and ordering your groceries online during Thursday lunch time. This means that when Saturday morning rolls around you won’t have the grocery shopping and washing hanging over your head in between the sports and birthday party taxi runs. Some other useful tips to enjoy weekends include

				[image: check.png] Breathing fresh air: This is wonderful, although the weather can be a problem. When the weather’s fine, go for a walk, jog, bushwalk, visit the local park or ride a bike with your kids. Something as simple as getting fresh air and exercise can make you feel refreshed. 

				[image: check.png] Finding a new hobby: Getting involved in a new hobby can help you avoid getting stuck into a routine of housework and chores. Your hobby can give you a treat to look forward to, whether with your family, with a club or by yourself as part of your planned time out. 

				[image: check.png] Fixing up the niggly chores: I know that your weekend is about fun and relaxation but weekends are also handy for doing small jobs that have been bugging you for a while. Simple maintenance jobs, such as oiling squeaking doors, taking your old clothes to a charity bin or sorting out your recycling can go a long way to reducing the visual stress factor when they’re left undone. Even sitting down one evening and working through your unpaid bills, tax statements, and so on, lifts a weight from your shoulders and you feel like you’re achieving something worthwhile during your two days off work. 

				[image: check.png] Getting out of the rut: When you get busy, finding yourself doing the same old things every weekend is easy. Being in a rut takes a lot away from the idea of rest and relaxation. In fact, the two precious weekend days away from work can be juggled far more freely than your work days. Try inviting a friend or group of friends over for a meal (even if it’s just a takeaway) or go and visit somewhere you’ve never been but always wondered about (for me it’s the local winery). The washing and lawns are still going to be there on Sunday. 

				[image: check.png] Meeting up with your friends: You’re busy all week on the phone at work and, even though you love spending time with your friends, the thought of getting on the phone again and trying to arrange a catch-up seems like too much hard work. Well, make the effort. It might just be to meet up for a coffee after the Saturday morning footy game or a fully fledged dinner party. Other alternatives can be to get up earlier on Sunday morning and do a walk together or see a movie together straight from work on Friday night. Whatever the event, you get a lot of enjoyment out of socialising with your friends.

				Contributing to Your Community

				An extremely satisfying way to gain some work/life balance outside of your own home is to share your strength, skills and experiences for the benefit of schools, not-for-profit organisations or specific projects in your community. Volunteering your help can benefit you in a variety of ways, namely through giving back some of your benefits to less fortunate people in society, staying active, making friendships, being with other people and gaining a clearer sense of your role and value in your community. That doesn’t sound too bad, does it?

				[image: REMEMBER.eps] Volunteers don’t get paid for their involvement and you may sometimes have to cover some out-of-pocket expenses, such as travel, meals or stationery. Volunteering should never be forced on you or make you feel obligated and nor does it replace paid workers (or threaten their job security). Look through your local paper and contact your council information centre to find out what’s out there for you to do.

				Child-free volunteering

				According to Volunteers Australia, 700,000 not-for-profit organisations  depend heavily on help from volunteers. The Web site, Go Volunteer (www.govolunteer.com.au) is a national volunteering recruitment site available to people interested in donating their services to not-for-profit organisations. The site provides volunteers with information on organisation types, positions and opportunities in their area. The site also shows organisations how to advertise their positions and promotes the benefits of engaging corporate volunteers, individual volunteers and the elderly and youth volunteers.

									[image: WorldWideWeb.eps]
								A sample of organisations that need your help

									The list of worthy organisations that can use volunteer help is never-ending. Here are some worthwhile causes that may have offices near where you live: 

										AIDS Trust of Australia (www.aidstrust.wucci.com): Raises and distributes funds for HIV/AIDS research, care, support and education. It is seeking fundraising and office administration volunteers.

										Australian Foster Care Association (www.fostercare.org.au): Supports foster carers, their families and the children in their care. Email for information on how to become a foster carer in all parts of Australia.

										Big Brothers Big Sisters (www.big brothersbigsisters.org.au): Mentors vulnerable children needing extra ­support and friendship. You need to donate a ­minimum of one hour a week for 12 months.

										Clean Up Australia (www.cleanup. com.au): Seeks volunteers for rubbish and litter clean-up events, school clean-up sites, community clean-up sites and ­corporate clean-up sites.

										Indigenous Community Volunteers (www.icv.com.au): Established to help Aboriginal and Torres Strait Islander ­communities get hands-on education and training in a variety of subjects. The Web site lists current volunteering oppor­tunities for short- or long-term projects and seeks people with skills in IT, office administration, finance, arts and crafts, market gardening, farming, landscaping, building, plumbing, business planning, marketing, carpentry and sports.

										Lifeline (www.lifeline.org.au): Lifeline receives more than 450,000 calls a year from distressed, lonely and isolated people needing counselling and support. Lifeline needs telephone volunteers, people willing to work in their second-hand shops, administrative help in head office and for fundraising.

										Make a Wish (www.makeawish.org.au): Grants wishes to children and young people suffering life-threatening illnesses. With 52 branches around Australia, Make a Wish needs volunteers for fundraising and to liaise with children and their families to make their wish come true. 

										Meals on Wheels (www.mealson wheels.org.au): Represents all Meals on Wheels organisations in Australia and provides links to each state office ­requiring volunteers. Even a couple of hours a ­fortnight would be appreciated as help for these busy people.

										Oxfam (www.oxfam.org.au): Provides help to communities in 27 countries to help end the struggle against poverty and injustice. Oxfam is seeking volunteers in event coordination, training, media/writing, Web development, cross-cultural communi­cation, customer service and counselling.

										Red Cross Australia (www.redcross.org.au): Provides blood supplies, disaster services (in cases of flood, drought, fire and war), first aid and assistance to refugees. The Red Cross needs volunteers to donate blood, raise funds and become active members.

								

				Corporate volunteering work

				As charitable organisations get less and less financial support from governments, the corporate sector is increasingly filling in this vacancy through the development of Corporate Volunteering Programs (CVPs). These companies aren’t silly: They benefit from their community contributions by gaining positive exposure, which can lead to increased business networks, the narrowing of the divide between big business and the local community and enhancing their recruitment levels.

									[image: RealLifeStory.eps]
								 Getting out and helping others

									Lend Lease is a global retail and residential property construction group that actively promotes corporate volunteering among its staff. The Lend Lease Foundation provides opportunities for employees to form friend­ships and participate in social, recreational, educational and community-related programs. Community Day invites Lend Lease employees to take time out to volunteer in their community.

									Community Day also enables Lend Lease employees to develop relationships with the community groups they nominate as needing extra help. Every year, around 4,000 Lend Lease employees from 18 countries give their time to more than 200 Community Day projects (with around 70 per cent of staff participating). Staff members often use their construction knowledge to help build community gardens and kindergarten cubbies, but they also are willing to simply paint or tidy community facilities. Beneficiaries usually include economically disadvantaged groups — the elderly, vulnerable children, the homeless and people with disabilities.

									Here are a few examples of Lend Lease workers’ community work:

										Adelaide: Lend Lease in South Australia used their Community Day to make over a local scout hall in Elizabeth in Adelaide. Staff had the day off from work to get involved in painting the hall and gardening and also provided funding to cover the cost of paint and materials.

										Sydney: A Lend Lease project assistant organised a team of 37 volunteer staff  members to work on five separate projects at Just Enough Faith at Rozelle. ‘We expanded a vegetable garden, created a new tranquil, landscaped garden, renovated existing garden beds, built a pathway and tidied the surrounding areas. Helping others is great.’

											Just Enough Faith is a community organisation that provides more than 400 meals every evening to Sydney’s homeless people. The group also offers short training courses in life skills, computing and literacy, as well as holding counselling sessions. 

										Sydney: Staff from Lend Lease in Millers Point work with a local primary school as part of their mentoring project. Around 30 staff members regularly visit the school to hear the kids read and help them with homework for about an hour each week.

								

				You stand to gain a lot from these CVP programs as well. By participating in a project that’s genuinely valued by the community, you see a more positive style of communication and interaction in the workplace as you and your work mates get opportunities to work at different sites with staff from different seniority levels. Not to mention the eradication of at least some of the working-parent guilt about not being able to contribute anything to the community. Everyone benefits!

				Find out if your employer has a social responsibility charter or plans to provide staff with opportunities to nominate a community project that the company can join. If not, find some case studies of similar-sized employers who are already involved in corporate volunteering and the positive outcomes they’ve noted. Also, visit the Volunteering Australia Web site and look through the information provided under Corporate Volunteering to get you starting to think about establishing a program with your own employer.

				 Learning new tricks

				An increasing number of working parents are trying to contribute to their child’s kindergarten and school in a hush-hush way. Mums and dads bring along a change of clothes and use the staff toilets, business lounges at airports and even their cars to get ready to coach a sports team or participate in after-school activities. I’ve answered work calls on the mobile while running an after-school fundraising stall with my daughter. Another father there believes that today’s more casual standards of business dress have made it easier for him to get away with wearing  T-shirts and chinos (with sports socks) to cut the time spent changing into soccer gear. 

									[image: RealLifeStory.eps]
								Cycling sets a new standard for conferences

									The good news is that parents are finding it easier to make additional roles, such as ­volunteering for community jobs, more public in the workplace. 

									Greg, a Human Resources professional for a large government department, has an automatic email response and a note on his door that states he leaves the office at 3 pm on Tuesdays to help coach his son’s cricket team (in summer) and soccer (during the winter). ‘I’ve been to a couple of urgent meetings wearing my cycling gear, ready to ride over to the school,’ he says. ‘That gives my work team the signal to keep the meeting short and decisive.’

								

				Combining coaching and working

				As kids get older, their involvement in extra-curricular activities increases and you can find yourself under enormous pressure to contribute your time and energy towards these activities. Time management cannot just involve professional workloads. You need to squeeze in the kids’ extra-curricular needs for travel arrangements, coaching, fundraising events and competition organising. To ease the guilt at not being there for after-school training sessions, some parents instead sneak into the photocopier room at work in order to fulfil their volunteering duties, such as printing game timetables, leaflets and posters and then spend lunch time sending emails to club members. 

				While using the office stationery and technology may be easier, it can also cause frustration between you and your colleagues or, more seriously, censure from the boss if you’re seen to be putting your social needs ahead of your work responsibilities. Strategies to combine your two roles include

				[image: check.png] Changing school committee meetings to 6 pm instead of 11 am or 8 pm means that working parents can attend straight from work and this encourages them to participate. Alternatively, some committees find it easier to hold breakfast meetings before school and work begin.

				[image: check.png] Clever schools are creating more volunteer projects that mean you can be involved even when you work long hours. Examples of these new projects include two-hour weekend working bees, taking new library books home and covering them in the evenings, saving recycled materials for children’s art projects and planting seedlings for the school gardens. Hundreds more ideas are available and you can hold an online or email poll seeking suggestions for new volunteer ideas from interested parents and carers.

				[image: check.png] Informing your boss is important because most employers are tolerant of workers doing the occasional bit of photocopying or faxing for personal reasons — but only within limits. Make sure that you discuss your voluntary work with your boss, and use only non-peak times to get your extra-curricular duties done, if the boss approves. Try getting into the office half an hour earlier to email team results, or do your photocopying at lunch times.

				[image: check.png] You can make arrangements to do some work from home in the evening if you need to make up for any extended time taken for volunteer duties during work hours. 

				[image: check.png] School social nights enable working parents to meet other parents at the school and find out more about what committees and working groups need volunteers.

									[image: RealLifeStory.eps]
								A fine cabernet and that’s the IT work done

									At her daughter’s school wine and cheese night fundraiser, Naomi found a parent who had his own IT business. After getting to know each other over a fine cabernet, Pete offered to put the school sports day photos on to a DVD to be sold at the end of the year. Now Pete also helps with Web site and newsletter formatting, which he’s easily able to do during work hours and which is greatly appreciated by the school.

								

			

		

	
		
			
				Part V

				The Bigger Picture: Getting What You Want Long Term 

				
				[image: Part%20V.eps]
				‘Sorry to break up the band guys,  but deep down I’ve always longed  for the life of an actuary.’

				Glenn Lumsden

				

					In this part . . .

					Changing jobs requires an updated — and succinct — résumé, good cover letter-writing skills, the ability to perform during an interview and the know-how of successful networking.

					In this part, I look at sitting your Year 12 equivalency tests for tertiary course entrance, studying at university, studying with support from your employer, studying part time or simply doing a WEA course in the evenings for your own enjoyment.

					New skills and qualifications can lead you to a completely different career. This part shows you different ways to change career direction, including changing jobs within the organisation where you work now, changing companies, buying a franchise, working from home, running a small business and taking time off from paid work.

				

		

	
		
			
				Chapter 11

				Casting Your Net Wider

				In This Chapter

				[image: missing image file]	Finding a new job 

				[image: missing image file]	Writing a winning résumé and cover letter

				[image: missing image file]	Surviving job interviews

				You may be feeling as though you’ve achieved all you can in your current job and see no future career development if you stay with your present employer. But more exciting job prospects await you. Believe me!

				This chapter shows you how to expand your list of valuable contacts and support systems by networking. Yes, I know that word has horrible 1980s connotations of shoulder-padded careerists trampling all over others while striving to get to the top, but these days you can find much more efficient ways to improve your job situation.

				The first stage in your new job hunt is to write up or revamp your résumé, keeping it simple and concise. This can be harder than you think, and so I give you tips on how you can achieve the art of simplicity and show off your skills at the same time. Writing a killer cover letter is also discussed in this chapter, as are the all-important interview survival tips and tricks, including how to make sure your potential employer embraces and encourages  work/life balance strategies for workers.

				Changing Jobs and Employers

				If you’re unhappy in your current role or feel that no future career path is open to you with your current employer, you need to ask this question:  Will moving to a new job clear up your current unhappiness and give you more work/life balance?’ 

									[image: RealLifeStory.eps]
								Living the high life in London

									Sophie, an IT expert, admits that she can be influenced by higher salary and prestige pos­itions, such as company size or recognition factor when attracted by positions offered in her profession. So much so that she forgets that the reason she sought a new job was to set an achievable career path.

									‘Not for the first time I find myself in a job that’s just as bad as the one I left in Sydney. The money is better but the high cost of living in London cancels out that advantage and I’m working much longer hours than I was at home.’

								

				Recruitment agencies are recording more applicants for jobs are using electronic applications than in the past, a convenience some say has led to people being more encouraged to jump ship rather than resolve their concerns with the current job. These people may also be less likely to think through the consequences of changing jobs and whether the new role is better than the one they want to leave.

				Listening and looking before leaping

				Before applying for that newer, shinier, better-sounding job, take the time to write down what aspects about your current position you don’t like. Apart from the salary, the clashes with your boss or being worn out by a heavy workload, are you doing your bit to communicate? Is your employer aware of the existence of work/life balance policy and its importance in the process of keeping good workers? If so, is your employer just ‘talking the talk’ and not putting work/life balance policy into practice? After listing what you don’t like about your current job, write down a list of the factors that may entice you to leave. Don’t forget to include the work/life balance initiatives help you feel more motivated, valued and able to have a life beyond your job. Keep these influencing factors at the top of your list.

				Work/life balance — and having the opportunity to implement the employer’s policy as a flexible working arrangement that suits you — has a huge impact on whether you’re going to enjoy or end up hating a job. Your motivation, loyalty and energy levels are directly affected if you don’t feel valued enough by the employer to ask and receive an adaptable working arrangement. If that’s your situation, chances are that your future career is not going to be with that employer.

				Networking your way to success

				The word networking is a rather 1980s term that can make people feel used and manipulated. You don’t want to get a call out of the blue from someone who wants to ‘have a coffee with you to learn more about the opportunities in your field’. You may also feel reserved about the idea of getting out there and selling your skills in the job marketplace.

									[image: TIP.eps]
								Why work/life balance features should be considered in your job hunt

									Although newspaper employment sections and Web sites offer useful articles on job search techniques, including how to write your résumé, covering letters and how to conduct yourself during interviews, relatively little information is offered about actually finding a job that has improved work/life balance.

									Three studies in the United States show the importance of work/life balance as a recruiting tool:

										In a 2006 survey of 1,500 marketing ­professionals, 71 per cent revealed that they would take a drop in salary for more workplace flexibility. The study also found that the main reason marketers were increasingly taking up temporary positions was to increase job flexibility and improve their work/life balance prospects.

										In a survey of 1,300 US executive ­managers, 56 per cent said they would turn down a ­promotion if they thought the extra work would upset their work/life balance arrangements. A whopping 87 per cent believed work/life balance was critical in their decision to stay with a job or leave.

										In a recent survey, recruiting firm Randstad looked at the needs of Generation X  (born 1961–1976) and Generation Y (born 1977–1991) and found these the two ­generations most likely to choose more personal time over salary increases. Not that baby-boomers and mature-aged ­workers were driven by the dollar either. The oldies recorded that they wanted more opportunities for personal growth and development more than salary increases.

									See! You’re not alone in believing that ­personal advantages, such as more time for your family and more opportunity to enjoy your life, can take preference over more money.

								

									[image: WorldWideWeb.eps]
								What’s out there for you?

									You can eagerly read through the news­paper employment sections on the weekend but don’t restrict your search to the papers. Online employment sites not only advertise ­positions vacant but also allow you to post your resume and be immediately emailed relevant ­positions vacant, according to the industry you’re ­seeking, position description, location and seniority levels that you nominate. Some of the more popular online sites include

										Australian Public Service (www. psgazette.gov.au): The public service gazette is updated weekly and contains jobs available within the Australian Public Service at every location and at every level.

										Career One (www.careerone.com.au):  A part of the News Ltd group, this site enables you to look up jobs advertised in the group’s newspapers, including The Australian, The Advertiser, the Daily Telegraph, the Herald Sun, the Courier-Mail, The Mercury and the Northern Territory News. This site also has a very useful career advice blog called ‘Ask Kate’.

										My Career (www.mycareer.com.au):  A part of the Fairfax group, this site lists jobs online via The Age, the Sydney Morning Herald, community newspapers and the Yahoo!7 network. My Career has a ­section on blue-collar jobs and offers sample resumes, cover letters and training links.

										Jobs Guide (www.jobsguide.com.au): This site has links to pretty well every other recruitment site and agency in Australia and looks to promote workers, such as mature-aged workers, volunteers and rural/agricultural workers, who may not be the first people considered for ­positions.

										People Online (www.peopleonline.com.au): This site has state-specific job links and can email you positions that match your online resume.

										Seek (www.seek.com.au): This site ­provides jobs in Australia, the United Kingdom and New Zealand. You can job search by company as well as by ­location and training courses and use the site’s self-assessment tools.

								

				[image: Statistic.ai] However much you dislike networking, studies show that only one-third of all new jobs are posted in the classified advertisements in the newspapers or on the Internet. Two-thirds of positions are filled by word of mouth. In reality, networking isn’t about job seeking as much as establishing a working relationship with people who share the same interests as you in the professional arena. When you decide to look out for a role beyond your current employer, your contacts can help you. 

				Networking can be done anytime, anywhere — sitting next to someone at a training day, on a bus ride home or in a social setting. You never know when and with whom you may strike up an important conversation. Out of work hours can be the ideal time to add a few queries about work/life balance and how your new acquaintance manages to find enough free time for other activities.

				Spreading the word

				Without realising, you may have many important connections among the people in your life — either through your work, location, a related industry, your family or community. A simple but effective way to start networking — and keep your eyes open for a new job opportunity — is to tell everyone you know (and trust) what you’re seeking. The news spreads and your friends let you know when they come across a job that you may want to investigate further.

				Brimming with business cards

				Keep your resume up to date and always have business cards with your contact information handy. Follow up by sending a brief email telling your contacts how much you enjoyed meeting with them or running into them and attach your résumé to the email. This practice is polite and helps make you more likely to linger in their memory banks than the 300 other business cards that live in their top drawer.

				Asking questions and actually listening to the answers 

				Chit-chat can be stressful and exhausting. Asking your contacts questions about their backgrounds or how they ended up with a particular company can give you some valuable information about the organisation. As well, it helps you establish an interesting relationship with a contact (and listening to their answer gives you a few moments to collect your thoughts). Ask contacts how they manage to achieve balanced work and lifestyles while working for their particular companies. This way of asking about work/life balance is personalised because it involves the actual situation of the person with whom you’re networking. 

									[image: RealLifeStory.eps]
								Mediating for future employment

									Christine recalls, ‘I struck up a ­conversation with a top-level recruitment manager at a mediation course and we started talking about the joys of having a toddler and doing the  day-care run. We exchanged cards and I thought no more about it until several months later when the woman rang to see if I’d be interested in applying for a role in her department.’

								

									[image: RealLifeStory.eps]
								Relating to your customers

									You don’t have to have the confidence of Donald Trump to network successfully. Ian, a photocopier sales supervisor (and a karate sensei) doesn’t consider himself your everyday salesman because he feels he belongs in the introvert personality group. Despite this, Ian is successful in his job because he can develop relationships with customers rather than hyper-selling them products. Ian always meets or exceeds his sales targets. ‘I just tell the truth. I listen to what they want, and I try to help them. They trust me.’

								

				Volunteering to help others

				[image: TIP.eps] Whenever possible, take on volunteer jobs that allow you to gain visibility and develop relationships by showing off your skills. If you’re handy with finances, be the treasurer of your child’s sports club or a not-for-profit organisation you care about. If you’re an organised person, help with office duties for a busy but underfunded community group. Working as a volunteer can make you noticed by others without your having to actively network.

				I’m always surprised at how small our world can be — a CEO of a private hospital I used to negotiate business with was the man running the next stall to mine at a local community fete. We chatted and I found in future work situations that our relationship was much friendlier. The same can be true if you take on paid, temporary roles. For instance, a former colleague of mine, who avoided networking like the plague, accepted a secondment to another government department for six months. During that time, she met many different representatives from community groups — one of whom offered her a job as their group’s finance officer. For more information on volunteering, refer to Chapter 10.

				Hanging in there

				Networking can be hard work. The best networking produces contacts that can benefit you in the longer term, so don’t become discouraged when you’re not immediately swamped with party invitations and job offers. The right job may take time to emerge. What you can do is make sure that you’re one of the first people that a company executive, recruiter or an interesting speaker at a seminar remembers when they’re looking to fill a job in their organisation. In the meantime, concentrate on new ways and places to network. 

									[image: TIP.eps]
								Taming the telephone

									Making cold calls to potential contacts and employers can be very intimidating. Here are some tips to help:

										Create a plan and stick to it. Set goals and be disciplined about achieving them. For example, set a plan for one telephone call a day. You can telephone a company you’re interested in working for in your lunch hour. Ask for the name and title of the HR manager so that you know specifically who to address in your letter of application. Then revamp your resume to highlight the most relevant skills and qualifications that are likely to most interest the HR manager. Also, make sure you include a covering letter, explaining why you’re contacting the company and what you think you could offer. 

										Know what you want to say when calling. Before you call, jot down a script or bullet points to help you remember the most important subjects to discuss. Be sure you speak to the right person. Don’t launch into a big speech only to hear, ‘Please hold while I put you through to the HR unit.’ When you’re put through to the right person, consult your script to make sure you raise all the points you want to discuss. 

										Perform at your peak time. I’m definitely a morning person and like to get tough tele­phone calls over and done with early in the day. However, if you know that you’re energetic and more courageous after lunch, save your calls until then and focus on something else in the morning.

										Practise, practise and practise. If you dread meeting new people, try practising what you want to say with your partner or a trusted friend. Ask about their ­interests, job and background and then explain yours. Role playing these scenarios makes you more confident about what to say when you’re in the real interview ­situation.

								

				Pinpointing your passions

				Many people panic about the thought of having to telephone or make conversation with strangers at conferences and other industry events. You can overcome this fear by focusing on an aspect of the other person’s field of work that genuinely interests you. Starting and maintaining a conversation with someone is always easier when you’re passionate about the subject matter. Discussing something you’re passionate about with someone you know shares your passion is your reason for approaching that person.

				[image: RealLifeStory.eps] My friend Sam agrees: ‘I’m pretty shy, but when I’m at a work function and see someone working in a position or area I’m interested in, I’m always prepared to go over and introduce myself. Mostly I find that they’re flattered that you recognise them or want to speak with them.’

									[image: TIP.eps]
								The what-not-to-do list

									Like everything worth doing in life, networking can be taken too far. The result is you burn your bridges and destroy any future chance of being remembered or helped. Some common pitfalls to avoid include

										Applying relentlessness instead of skilfulness. I’m sure you know of someone who keeps applying for any and every position at a company where they desperately want to work. This unnecessary bombarding of an employer for positions that aren’t always suitable for their skills and experiences can result in their applications being automatically thrown into the wastepaper basket as a waste of the boss’s reading time. These job hunters reek of desper­ation rather than qualification.

										Being the unwanted guest. Eager job seekers sometimes take networking and assertiveness too far, showing up in the reception area of desirable employers or recruiting firms asking to see the HR manager. This action won’t win you points because it’s arrogant and impolite. Make an appointment for a more appropriate time. 

										Being too personal. Communications such as ‘I got married three months ago and have just returned from our fantastic tour of Europe and was wondering if you have any job vacancies going?’ are bad news. Keep your email and covering letters professional and remove any unnecessary personal information that makes you look immature, and as though you can’t get to the point. 

										Boss-bashing. No-one wants to hear an applicant bad-mouth a former boss. This action suggests the same disloyalty can happen to the new employer. Even if your criticism is genuine, blaming and insulting someone who’s not there to defend themselves is wrong. Remember too how small the world is — for all you know, your despised former boss may be the brother-in-law of the CEO you’re hoping is going to employ you.

										Telling untruths. Don’t start networking or expressing interest in jobs unless you can be honest about everything. Even merely hinting that your own job might end in the foreseeable future when you’ve already been made redundant and are now twiddling your thumbs at home is not being honest. An untruthful applicant doesn’t present as a trustworthy worker.

										Whingeing about work/life balance. Yes, I know this is the reason you’re out networking and looking for a different job in the first place, but bear in mind that griping to other people doesn’t win you much beyond polite sympathy and a desire to get away from you to someone else more interesting. Instead of whingeing, try discussing the subject of employment in a more general way. Ask: ‘Are you finding that more people are working with flexible hours, for example, from home after the kids have gone to bed or earlier in the mornings so they can pick up their kids from school?’ 

								

				Partying productively

				Office parties and other social events during the holiday seasons are not just an excuse for free food and silly ties. Parties can also be excellent opportunities for networking and for observing how some employer work/life balance initiatives come into play during this social time. Make your networking at end-of-year work parties much more informal because people are there to have fun.

				[image: TIP.eps] If you’re at the party as a valued customer or as somebody’s guest, don’t expect too much. Just keep your conversation light and chatty. Asking someone ‘Would it be okay if I made an appointment to meet up with you in January?’ is fine — you’re showing your interest without being too demanding when they want to party. 

				Other party networking tips include

				[image: check.png] Dressing appropriately. You’re networking with the aim of advancing your career, not killing it. I’m no fashionista but my advice is always to dress your age, not your let-my-hair-down age. Therefore, don’t wear low-cut strappy dresses or surfer dude shorts that are two generations cooler than you are. You want to present yourself as approachable and professional. As a general rule, wear something dressier than your usual work apparel for an evening dinner, or neat and casual clothes for a barbecue or lunch.

				[image: check.png] Concentrating on the ‘care factor’. Keep your eyes and ears open to how the staff members are being looked after during the festivities. If you’re at an event with lots of entertainment and alcohol and it’s likely to be a late night, see what the employer is offering the employees. Are they being given cab charge dockets to get home safely? Are there designated drivers who’ve earlier volunteered to take responsibility? Is the event held at a time that’s suitable for all staff members (including those with young families) to attend? Even end-of-year gifts, such as hampers or staff awards, can give you a few clues on whether the company cares about its staff beyond 5 pm.

				[image: check.png] Limit your drinking. Don’t have any more than two drinks over the course of an evening. Alcohol may loosen you up, but not in a professional sense. If you get tipsy, you run the risk of people thinking that you’re a party animal instead of a productive employee. Remember too that at office parties your bosses are also there watching the action. 

				[image: check.png] Moving it. Don’t spend the entire party propping up the bar — this is not your high school’s disco. Also, try not to just hang around people you already know. Key contacts aren’t likely to break into your tight little crowd and if you don’t mingle, you risk excluding other people who may have some expected opportunities that you can’t discover unless you take the time to introduce yourself and start up a conversation. If you’re currently unemployed, don’t let embarrassment about not having a job keep you from attending end-of-year celebrations and networking. If people ask what you do, simply tell them you’re making new career choices in the new year.

				Retaining referees

				Contacting referees and letting them know when you’re applying for a new job, especially if you’re short-listed for an interview, is polite. Some referees who aren’t given this courtesy can be annoyed and sound irritated when they suddenly receive a call from your potential employer without notice. This call gives you an opportunity to brief your referee about the job you’re being interviewed for and to bump the referee’s memory of who you are and what you achieved when working with them.

				Whatever you do, don’t just type up a list of referees and hope all still work at the same place — and hold fond memories of you. Your referee may not have heard of you for a couple of years so you need to bring them up to date with your work situation. At the same time, this call to your reference checks that you have a current telephone number or email address for the referee to pass on to your potential employer. 

				[image: Warningbomb.eps] Many recruiters don’t like calling a mobile phone number because they can’t verify who the person at the other end is. Provide the general company switchboard numbers so that the recruiter can double-check the referee’s name and title before being put through. 

				Results-Driven Résumés

				Curriculum vitae (CV) and résumés today mean the same thing — an outline of your educational and professional history that you provide during a job application. Writing a résumé can be intimidating if you haven’t done one for a while, but don’t feel too exhausted just yet.

				Writing the right résumé

				HR professionals and recruitment officers don’t want to sift through 25 pages detailing your primary school achievements or squint at size 8  hot-pink wingdings. A two-page résumé is fine if you’ve been in the workforce for only a few years. Three to five pages is the ideal number for anyone with an established employment history. 

				Layout

				Keep the layout of your résumé simple — really simple. I find that Times New Roman (12 pt) or Arial (11 pt) are the easiest types to read — especially for an employer who has a mountain of reports or résumés to sort through. Using bold for headings is all you need to make details stand out — any more embroidery and your résumé looks too busy. 

				Fancy fonts can also be very distracting and detract from the content of your résumé. Avoid using table formats because they can appear overcrowded and difficult to read. Instead, use tabs to separate job titles from dates and duties.

									[image: RealLifeStory.eps]
								When a résumé is too good to be true 

									I can’t emphasise enough how important  honesty is on a résumé. A senior department manager and I once tried to find a project ­manager with specific skills in statistical ­analysis and project writing. After attending a group-selection process, run by the recruitment agency, we selected five people to interview. Colin particularly favoured 23-year-old Rachel, liking her confidence and her employment ­history. The referees she nominated gave glowing reports of her prowess. And yet something didn’t sit right with me. I had an inkling that she had exaggerated her skills and experience, considering her young age. 

									As luck would have it, Colin and I knew someone at Rachel’s company (James), who was not included in her list of referees. When we contacted him to see if he knew of her achievements, the response was decidedly negative. According to James, Rachel was impetuous, immature and didn’t obey instructions. She regu­larly big-noted herself and the organisation’s HR department later discovered that she hadn’t completed the final year of her science degree. ‘We’re glad to see the back of her. That’s why her referees are so dazzling,’ James said. Colin and I learned to check anything on a résumé that appears to be too good to be true.

								

				Contact details

				Add your full name, address, phone number, mobile and email details at the top of the first page of your résumé. Also, put your name, mobile phone and email address as a header or footer on each page of the résumé in case the pages become separated. Never use a shared email address or one that may be hilarious in online chat rooms but not so professional for job hunting.

				A friend of mine eventually changed her private email address from BigButt to GeoSci + surname when she was applying for a job in geo-sciences. Starting with your name or an abbreviated version is the simplest method. To get with the times, don’t bother putting your marital status or birth date on your résumé. Neither is relevant to your skills and qualifications for the position you’re applying for and may even cause a recruiter to reject your application because of prejudices they may hold. 

				Strengths

				List your key strengths as dot points to make your résumé simpler for recruiters to scan through. Keep your points brief but thorough. Putting ‘outstanding communicator’ or ‘strong team member’ is pointless because these descriptions are too vague. Instead, write something like, ‘Excellent written and verbal communication skills attained through tertiary study and in leadership roles in sales department’ or ‘Productive member of the team responsible for winning the Victorian Government’s tender to construct our city’s new police headquarters’. In other words, offer the recruiter information they can envision and understand as an example of your strengths.

				Employment history

				List your career history, from most recent position to earliest position.

				[image: TechnicalStuffnew.eps] The structure to follow for each role is

				[image: check.png] Job title, employer, dates: What you did, for whom and when.

				[image: check.png] Description of employer: Only include a description when you’ve worked for an overseas company that’s not generally known in Australia. Global firms, such as Coca-Cola, Procter & Gamble and Microsoft need no such descriptions. Alternatively, if you’re working (or have worked) for an Australian company whose name doesn’t identify the industry, then use a description.

				[image: check.png] Responsibilities: People make the mistake of believing that the more responsibilities listed, the better. Include only the key positions where you were responsible for achievements. Don’t list every single task you preformed. I have seen résumés where people listed: ‘Attended monthly sales meetings’. Which skill is involved in that task? Instead, write, for example, ‘Chairing the monthly sales meeting’ because that is a responsibility. 

				[image: check.png] Achievements: Achievements show your initiative, creativity and ability to work hard for results and give a clear indication of what additional benefits there might be in employing you over someone else. For the purposes of your résumé, achievements are defined as those tasks that you did at work (or in the wider community) that you were not required to do. Examples include staff awards, community recognition or specific projects and suggestions that you developed, which resulted in an increase in business or savings.

				[image: REMEMBER.eps][image: check.png] Listing achievements on your résumé gives you a chance to indicate your interest and participation in work/life balance initiatives. For example, if you chaired a steering committee that was given the responsibility to research and implement a job-share policy in your former job, put that on your list. Achieving a set goal or plan that you’re paid to do is not an achievement. An achievement must exceed the target or finish higher than the target anticipated, or make an unexpected impact on the business (with percentages and figures included) to back up your claim. For example, ‘Connected the department’s three separate accounting systems and saved $250,000 in systems IT expenditure.’

				[image: check.png] Education and training: Start with your highest qualification first. education and training section can cover university, TAFE training, industry courses, in-house courses, and any other professional training. Here too you can include any courses that involve recognising the importance of flexibility at work, such as ‘Managing change’, ‘HR principles for managers and supervisors’, ‘Motivating staff’, and so on. Unless you left school within the past five years, you can leave your secondary school history off your résumé.

				[image: check.png] Professional memberships: Include only those memberships relevant to your career, and include any positions you hold (or have held), sub committees you belong to or any significant events (for example ‘Awarded 2007 Annual Work/Life Balance Society scholarship’).

				[image: check.png] Hobbies and interests: This section is not compulsory and you’re best to err on the side of caution if one of your favourite pastimes is nude stage diving or auditioning for reality television shows. Better to leave this section out if you’re applying for a position in a conservative industry or charity.

				[image: check.png] Referees: As a general rule, referees are included at the end of your résumé. Referees’ names, position titles and company details should be included with contact details or you can add ‘Contact phone numbers available on request’. Getting a phone call to find out your referees’ details gives you an indication of whether you’re short-listed for the job and you can then contact your referees to discuss their description of you and your work. For more information on putting together a résumé, see Australian Résumés For Dummies by Amanda McCarthy. 

				Cracking the cover letter

				In your haste to get your job application posted off to win you that dream job, you quickly type out a covering note and staple it to the front of your résumé. You may find that your recruiter doesn’t even bother to turn the page over and look at your details. Check your letter for spelling and typos, that it addresses the job specifically and gets the name and title of the recruiter correct. No employer likes getting a formulaic letter that’s obviously sent to a hundred others because that says you couldn’t be bothered tailoring your application to that employer’s needs.

				As a former English teacher and veteran of more than my share of recruitment drives, I can vouch for the strength of a great cover letter. During one recruitment project I received 60 letters from applicants for an administrative position and only read through 15 of the attached résumés. Despite our newspaper advertisement specifying my name and job title, several letters were addressed to ‘Dear Sir or Madam’ and ‘To Whom it May Concern’. No points were awarded to those not smart enough to read the advertisement correctly.

				Of the 15 applications short-listed, only five cover letters specifically discussed how the applicants met the selection criteria, despite the advertisement clearly stating that applicants had to address each point specifically in the application. Luckily for me, out of the five applicants, we found Tracey, who has since moved up in the ranks in a very short span of years with that organisation. 

				[image: TechnicalStuffnew.eps] Make your covering letter a cracker by

				[image: check.png] Feeling passionate. Writing a stilted, clichéd cover letter is likely to have your résumé put on the reject pile. Tell the potential employer why this job opportunity makes you feel enthusiastic, what you can bring to the role and how working for the organisation can motivate you. What recruiter doesn’t want to hear the organisation described as an exciting employer of choice?

				[image: check.png] Getting a fresh set of eyes. Ask an experienced colleague or trusted friend to review your letters for any typos, gaps and possible improvements. You’ll be amazed what someone else can find wrong in your résumé that you can’t see because you wrote it.

				[image: check.png] Referring to the job for which you’re applying. Explain why you’re the best person for the job. For example, write ‘I see this position as an ideal opportunity to extend my developing skills in project management and in technical writing.’ 

				[image: check.png] Slipping in a suggestion. For example, show you may even be able to improve the employer’s workplace. A powerful way to intrigue a potential employer is to show that you know enough about the organisation and the position to see room for improvement. For example, ‘As the leading supplier of belly-button fluff collectors, I can see additional ways you can expand your business through sponsoring relevant Internet sites, such as . . .’.

				[image: check.png] Taking your time. Making sure you discuss every aspect of the job that’s advertised and why you’re the best person for the job takes a lot of effort. Taking the time to research the organisation, the role applied for and presenting your best writing in a resume can take a few hours and lots of revisions. The cover letter is your chance to tell the employer more about yourself than just what’s listed in your résumé, and show your communication skills at the same time.

				Honesty wins in the end

				‘Awww, everyone lies on their résumé’ is a phrase you probably hear now and then. I don’t accept telling lies on resumes because your performance on the job soon shows whether an employee has the skills claimed. If not, that employee is soon found out. 

				Another mistake is to hide your non-working life. Include a statement or two in your résumé that mentions your partner, children and hobbies. Most employers are interested in getting to know you better — your interests, studies, motivating factors and the life you have away from work makes you a well-rounded person. If you leave an employer with the impression that you’re single, childless and live for nothing other than to work, you could be in for a world of trouble.

									[image: RealLifeStory.eps]
								Reaping what you sow

									Richard found out the hard way that employers don’t always want your complete dedication. ‘I was in my late 20s and childless, and I was so keen to get the job I wanted that I prattled on about working really hard. I described how my weakness is to keep working all hours to get the work done perfectly and how working long hours had always been expected of me by my employers. I got the job and sure enough, they expected me to work a 60-plus-hour week.’ 

								

				To make sure you don’t fall into the trap of exaggerating your achievements, ask your partner, a friend or someone who has worked with you to play devil’s advocate. Give them free rein to challenge your cover-letter details as to why you’re the best person for the job. Ask them to question you further about your achievements and whether you can discuss them in more detail. 

				The referees you include in your application must be able to support your claims. You may get away with asking your best mate in the call centre to be your boss, but you always run the risk of the recruiter contacting someone else they know who works there. Instead, email your referees your covering letter and résumé and give a few dot points on what key qualities and skills you plan to emphasise in your interview. Conclude your note to the referee with, ‘Here are the details I intend to give during the interview. I’m hoping that you’re able to support these.’ 

				Only promote skills, accomplishments and successes that you can prove. Being honest and admitting that you don’t have the knowledge or skills in a particular area may, in fact, be a sign of integrity. Immediately follow up this admission by describing a desirable attribute. For example, you can say: ‘No, I’m not familiar with that accounting package, but I was responsible for familiarising myself with MYOB and training 30 other staff members in the small-business package with only a month to develop the in-house training manual.’ 

				Take your mind back to the time you stole a cigarette from your uncle, lit it behind the school toilets and denied doing so to your mum. Remember: You will be found out.

				Bypassing the boss for good referees

				Finding good referees can be a daunting task. You may be unhappy in your current position, have been frustrated in trying to set up a more flexible working arrangement or do not have a positive working relationship with your boss. Alternatively, you may have quit a bit hastily, been fired or want to keep your job search hidden from your immediate boss and work mates.

				Whatever the reason, if you have a good résumé with a solid track record, you can find suitable referees to help you. In a perfect world, you line up your referees before you even start job hunting or before you quit your current job, but the world isn’t ideal so you have to work out the best timing for you. 

				[image: REMEMBER.eps] As well as always letting referees know when they’re likely to receive a phone call from a potential employer, you need to check when referees are going to be out of town or away on holidays. If they’ll be away, don’t include them, or add a note saying that that referee is on leave and can only be contacted on a mobile phone number (with the referee’s permission of course). Having a potential employer ring someone who is not available makes you appear disorganised. Furthermore, the employer could become annoyed at your wasting their time and put you to the bottom of the heap.

				Don’t forget to inform your referees about the role you’re asking them to comment on but don’t ever coach your referees in what you’d like them to say. Tell the referees what you’re doing now, where you’ve been since last contact and what your plans are now. Give them details about the job you’re applying for and how your work history with them is relevant to this new job. 

				Tips to find great referees for your résumé include 

				[image: check.png] Asking a colleague to be a referee: By colleague I don’t mean Darryl from IT, who’s hilarious company at lunch time, but someone who knows your work and how you contribute to your team.

				[image: RealLifeStory.eps][image: check.png] When Natalie had problems with her manager and started to scan the employment Web sites, she spoke to Jane, a manager who was on the same organisational change strategy committee as Natalie during a recent restructure. ‘Jane had seen my research and written reports, and experienced how I interacted with others in our team. She could also comment on my ability to contribute ideas in meetings and work with minimal supervision to get things done.’

				[image: check.png] Asking your previous boss to be your referee: The value of having a former employer as a referee can’t be underestimated. New employers prefer former employers as referees because they can ask questions about your work of someone on a similar standing to themselves.

				[image: RealLifeStory.eps][image: check.png] When Hamish resigned from his ministerial liaison role after feeling burned out and not getting the support he needed from his manager, he didn’t feel comfortable asking her to be his referee. He instead used the former manager as a referee and found a job in a larger, more publicly focused agency. As Hamish’s situation shows, trying to keep in touch with former managers and supervisors is important. That way when you’re job searching, you can keep them updated on your situation and ask whether they’ll agree to be a referee for you. 

				[image: check.png] Seeking out important customers: You can be creative with your referees by reaching further into your network to valued customers with whom you worked in the past. These supporters can provide different viewpoints from those of employers and can also be a way of publicising your achievements to your new employer. If you introduced a customer who now spends more than $1 million a year at your former company, or when you managed to solve a long-standing problem to a customer’s satisfaction, then that customer is going to be a great referee for you.

				Interview Winners

				Your covering letter and résumé has resulted in an invitation for you to attend an interview. Regardless of whether this interview is your first for years, or whether you attend interviews regularly, you’re going to feel nervous about attending. Being prepared always pays. 

				Doing your homework 

				Most interviewers and potential managers ask you what you know about the organisation you’re applying to join. Many applicants fail interviews because they haven’t bothered to find out anything about the organisation. To get ahead of the game, try

				[image: check.png] Analysing annual reports: When the latest annual report is not available via the company’s Web site, try your state library. State libraries keep copies of government department annual reports as well as high-profile, publicly listed company reports. If you still can’t get hold of one, ring the employer directly and ask for a copy. The employer is going to be impressed at your level of preparation and the report itself can be a wonderful source of information about staffing, finances, special projects and key performance targets. 

				[image: check.png] Asking the recruiter: When an employment agency does the recruitment, ask the recruiter for an opinion on whether the employer offers flexible working arrangements and whether the employer is amenable to discussing an alternative working arrangement. The recruiter is the liaison point between you and the employer and can tell you if your work/life balance issues are likely to be viewed as a positive (‘Yes, the company supports flexible working policies and needs an experienced person to help them put more into place.’) or a negative (‘No, the advertisement is specifically for a full-time arrangement with some overtime as required.’).

				[image: check.png] Searching the World Wide Web: Your search engine is also likely to bring up links that refer to news bulletins, articles or other Web sites associated with the organisation. Throwing in a line at the interview, such as ‘Yes, I read the article in The Age the other day about how your new product has . . .’ won’t do you any harm. 

				[image: check.png] Seeking other opinions: When you know someone who works for the organisation — even in a completely different department — ask about the organisation as an employer. What support does the company really give to work/life balance policies? Has your friend used any flexible working options available or seen colleagues use them? What have been the benefits? What are the workplace issues to look out for in the organisation? 

				[image: check.png] Visiting the Web site: The organisation’s Web site has all the material it wants the public to know. Here you can find specialist documents, including introductory information, press releases, reports and publications and careers sections. 

				Giving yourself a dry run

				Practising your interview technique with a friend or family member is a very useful way to get your answers more concise and considered. Your pretend interviewer can let you know when you’re rushing through your answers too quickly or whether the content of your answers is too vague or difficult to follow. Ask your rehearsal companion to rehearse with you over and over again until you finally feel your answers flowing and your confidence increasing. 

				Providing examples

				Interviewers often like to use a questioning technique known as behavioural interviewing. Such questions ask you to provide an example from your work or personal experience that states your case in the belief that your past performance is a good indicator of how you’re going to perform in the new job. These types of questions usually start with questions such as, ‘Can you tell me about a time when you . . .?’, or ‘Give me an example of . . .’ and/or ‘Can you describe how you would go about starting . . .?’. 

				Naming names

				If you have your wits about you before the recruiter hangs up, ask for a list of the names and titles of each person who will be conducting the interview with you. If such details escape you in the thrill of the news that you actually have an interview, call the recruitment consultant or ask to be put through to the organisation’s HR department. Knowing these details and referring to interviewers by name can go a long way to easing nerves and impressing the interviewers. You can personalise your answers by saying, ‘Well, Dennis, I believe that the best way to begin is by . . .’ and close the interview by saying, ‘Thanks for your time, Mary.’ 

				Feeling good

				On the morning of the interview, go for a walk or spend some time doing exercises that you particularly enjoy. The natural high arising from a good workout boosts your circulation and improves your ability to breathe deeply and relax. When travelling to the interview, hold a straight posture as you walk into the building and smile. After all, what do you have to lose?

				If you smile, the receptionist will smile back at you and may even strike up a conversation (I’ve managed to get a few good snippets of information this way). When you’re in the actual interview, you’ll feel surprisingly good about yourself. If your stomach is still lurching uncomfortably, remind yourself that being nervous is perfectly natural and okay. Better to be nervous and focused than too confident and arrogant.

				Looking good

				Take extra care with your appearance. If you don’t want your colleagues to know that you’re going for an interview, try to dress up more on the days before the interview to avoid the dreaded comment, ‘Looking good, baby — are you going to an interview?’ that often is meant to be flattering but can be embarrassing to fend off. Make sure your clothes are clean, ironed and don’t have any loose threads or stains visible. Even if you’re applying for a position at a funky firm, try to avoid selecting anything that screams out ‘I’m groovy too’, such as loud ties, brightly patterned dresses or too much jewellery and make-up.

				Also, pay attention to your hands and nails, making sure they’re clean and don’t have chipped polish (best to avoid polish altogether) and make sure your hair doesn’t need constant pushing back out of your eyes. I’m on the nitpicky bandwagon now: other distractions to avoid include wearing aftershave or perfume that’s overpowering, wearing over-sized jewellery or having a loose hairstyle that forces you to flick back your head to get the fringe out of your eyes. There you are — all my pet hates covered!

				Passing the interview test

				Knowing the dos and don’ts of how to behave in an interview can help you survive the interview process as the winner rather than a loser. Try these handy tips: 

				[image: check.png] Do your homework. Have a couple of questions ready in case you’re invited to interview the interviewers. Tailor these questions to show an interest in the organisation and include a question about who you’ll be reporting to and how your new team is structured. This is also the best time to raise the issue of work/life balance — find out what policies the organisation has in place and what arrangements staff members are currently making.

				[image: check.png] Don’t interrupt any of the interviewers. Listen carefully and rephrase their question back to them if you feel as though you misunderstood (this strategy also buys you a few seconds of thinking time).

				[image: check.png] Don’t say anything negative about your current employer or past employers. Instead, focus on what those experiences taught you.

				[image: check.png] Hold something. If you’re particularly nervous in interviews, it helps to have something in your hands. When I’m nervous in an interview, or feel afraid I may forget to discuss my most significant achievements, I take in my own copy of my resume (in a folder) to use if I need a reminder. This is not seen as having a ‘brain fade’, but is a distinct way of showing your employer that you’re keen to include all of your achievements. To be quite honest, holding the folder gives my shaking hands something to grip so that they remain still.

				[image: check.png] Keep your answers to the point and fairly brief. The interviewer will ask you when more information is needed from you. And refrain from using just ‘Yes’ or ‘No’ responses.

				[image: check.png] Maintain eye contact. When more than one person is conducting the interview, speak to all of them, even if you have to tell yourself, ‘Look at Denise, smile, answer her question and meet Dennis’s eye as though inviting his next question’. Not making eye contact appears as though you lack confidence in your abilities or are not being truthful.

				[image: check.png] Never raise the issue of salary at the first interview. This delicate topic is raised by the employer at the stage when the job is being offered. At that stage you have the opportunity to negotiate and you don’t have to accept the salary package on the spot. Any salary package needs to be carefully studied and thought through, so politely ask if you may take it away and study its details.

								Selling your strengths and transforming  your weaknesses 

									The interview question: ‘Tell me about your strengths and weaknesses?’ is the one to dread — and the one to prepare beforehand. A friend of mine once chuckled and responded with: ‘You don’t really expect me to tell you my weaknesses?’ She got away with her quick retort and was offered the job but such a situation can leave you sweating and giving away something that may be used as the reason for not offering you the job.

									Professional recruiters ask this question because they want to see if the applicant is aware of their limitations and where they think they need to improve their work performance. As well, recruiters want to find out what you think you’re best at achieving. After the interview, the recruiter then checks with your referees to confirm you have the skills that you claimed to have in the interview. 

									Where you have to start thinking really cleverly is when you’re discussing your weaknesses. What you should do is identify those ‘weaknesses’ that are really your strengths. For example, you can answer the question with ‘I’m always on the lookout for opportunities to improve my skills in . . .’ to show that you’re keen to enhance your expertise.

									Add more impact by including a resolution in the sentence. Start your reply with, ‘I’m always on the lookout for opportunities to learn how to chair a stakeholder meeting’, and then say how you’re already working on improving this skill and add, ‘ . . . and I’ve volunteered to step into the role when my manager is on leave next month’. If you’re worried about being unable to identify your weaknesses and solutions, ask a trusted colleague or a family member to help you (they’ll love this rare opportunity!).

								

				Asking for a flexible working arrangement

				The question that comes straight after the much-desired statement, ‘We’d like to offer you the job’ is the one many people don’t feel equipped to handle. That question is, ‘So what are your expectations for this role?’

				This is the time to tell yourself, carpe diem — seize the day. This is the time to put your work/life expectations on the table and work out clearly and conclusively that you’re interested in the best working conditions that can produce the best productivity and promote the ideal personal and family standards.

				A recent survey conducted by Relationships Australia shows that 88 per cent of Australian workers in relationships or with families believe that their personal life is in turmoil because of the stress of trying to manage work/life balance. The flexible working arrangements highest on their wish lists are flexible working hours, opportunities to switch to  part-time work and having a supportive employer. These requests shouldn’t come as any surprise to a canny employer.

				The University of South Australia has compiled a list of working conditions to help employers and new employees negotiate, including

				[image: check.png] Access to local child care or child-care provision on site

				[image: check.png] Application of work/life balance policies, including family-friendly provisions

				[image: check.png] Availability of professional training and development opportunities

				[image: check.png] Availability of study support (financial assistance and/or additional leave)

				[image: check.png] Establishment of flexible working options, such as part-time work, compressed hours, negotiable starting and finishing times, purchase of additional annual leave (refer to Chapter 8 for more information on this option)

				[image: check.png] Freedom to work from home when required

				[image: check.png] Provision of a laptop, mobile phone and Internet access from home

				[image: check.png] Recognition of prior service, being able to carry over your accrued long-service leave to your new employer

				Setting your salary level

				The other question that comes straight after the much-desired ‘We’d like to offer you the job’ statement is a question that’s just as difficult. You need to be quietly assertive and tactful when you’re asked, ‘So what are your salary expectations for this role?’

				At this stage of the game, the employer has selected you. You’re wanted for the role and you want to negotiate. A little. Don’t get over confident and make threats you don’t want to carry out. Don’t say, ‘I’m out of here if I don’t get $200,000 and a BMW full of chocolate’. No-one is irreplaceable.

				[image: REMEMBER.eps] When you’re selected for a job, don’t be afraid to ask for what you believe is a fair salary. If you have done your research to find out what the going market rate is, you’re in a strong bargaining position. 

				Research your industry for current market rates well before you go to a job interview. A Web site recommended by HR professionals is the annual Hays Salary Survey (www.hays.com.au/salary), which gives you and your employer some well-researched, impartial evidence of current market levels for your position.

				In addition, take the opportunity to think beyond the dollar signs and discuss what other options are available to you. Here are some options to start your list: 

				[image: check.png] Administrative support for the role

				[image: check.png] Business class travel and club membership

				[image: check.png] Car parking (very important in the inner-city areas)

				[image: check.png] Expenses for conferences 

				[image: check.png] Having the employer pay for your moving expenses

				[image: check.png] Office size and location

				[image: check.png] Performance bonuses (not just size but guaranteed minimum amount)

				[image: check.png] Salary and conditions review (a minimum guaranteed salary increase)

				[image: check.png] Superannuation and salary-sacrifice arrangements

				How you state your case is up to you. Try to anticipate the employer’s reaction to what you say. Rehearse your requests beforehand, remain calm when you’re speaking and be prepared to hear ‘No’ to some things, but hopefully not all. If you don’t ask, you won’t get!

				This may sound difficult, but when you come second, you have every right to ask why. Not in a complaining or hostile tone, but so that you get feedback on how you can improve your next job application, as well as discovering what the interviewer considers are your strengths. If you’re nervous about telephoning, phone the receptionist and ask for the interviewer’s email. Write a brief email, asking for some honest feedback, for example, ‘Can you tell me in which areas I need to improve?’ or ‘Does my interview performance let me down?’ or ‘Did I lack enthusiasm for the role or downplay my skills?’ 

			

		

	
		
			
				Chapter 12

				Studying for Success

				In This Chapter

				[image: missing image file]	Identifying the right study for you

				[image: missing image file]	Breaking the apprenticeships age barrier

				The term lifelong learning is everywhere these days and refers to the need to regularly review your abilities and undertake whatever additional learning is necessary to keep your skills up to date. You can no longer afford to do one course at the start of your career and have that small amount of study carry you through the rest of your working days. With rapid changes in technology, communication, global marketing and industry and job definitions, evaluating your skills and capacity to continue to perform well in your job is essential. Put bluntly, if you want a rewarding career — or even to just enjoy your job without feeling as though you’re barely keeping your head above water — start studying to revise your skills and keep your knowledge base up to date. 

				Study doesn’t mean that you have to go to university and lock yourself into years of intense study. Instead, more and more workers are undertaking short courses that provide a general overview of the area they’re interested in to keep up with changes to their working lives and technologies. This chapter shows you what types of study are available and how to go about finding what course is right for you, your work schedule and your interests.

				This chapter also discusses how study and training can be an important and valuable part of your personal life too. Not all courses need to lead to promotions or career advancement — many courses offer study for hobbies that you can enjoy in your spare time. 

				Gaining Knowledge for New Directions

				The idea of staying in the one career until retirement age is long gone with experts generally agreeing that workers born in the 1960s onwards may experience up to five career changes in their lifetime.

				To add even more choice in your working life, a career change doesn’t always have to be upwards. Many people are choosing to downshift to reduce the stress and workload in their lives when they decide they can cope with a reduction in income. Other people have side-shifted several times in order to learn more about a particular field or to work with a company or team that’s of particular interest. Side-shifting can also occur with the same employer. For example, you can move to a different department or job. 

				At stages in your working life, you may want to move further up the pecking order at work or try another career path only to realise that you require further education or study. For some people, this realisation can be pretty discouraging, especially when you haven’t 

				[image: check.png] Completed Year 12 

				[image: check.png] Completed a tertiary degree or other specialised course 

				[image: check.png] Kept up with new technologies in your chosen field 

				[image: check.png] Received good career advice

				[image: check.png] Studied or attended formal training for a few (or many) years

				Don’t be put off — quite literally thousands of education and training courses are on offer and these courses are designed to ease the rusty, the recalcitrant and the plain reluctant adult into study for either the first time or for the first time in a very l-o-n-g time.

				Understanding ACE courses

				If you lack confidence about starting a course or dread the idea of being forced to study after many years, you may find that an Adult and Community Education (ACE) course is the ideal way to ease yourself into learning. ACE courses are specifically designed to be informal, achievable and to involve people who don’t like examinations in a competitive and overly structured environment. 

									[image: TIP.eps]
								Deciding if you’re ready for study

									When you decide you’re ready to gain new skills and qualifications in your chosen area of expertise, or you want a career change that involves new qualifications, you need to ­consider these questions:

										Are you patient and organised? Bear in mind that some courses can take six months to three years full time. If this length of study doesn’t suit you, look around for starter courses or short introductory courses. 

										Can you handle being at the bottom of the heap? If the information you find indicates that you may still only be considered for a position in your chosen field by starting at the bottom, will that be a problem for you? 

										Does your employer have a policy on ­supporting the further education needs of staff and provide assistance such as study leave, financial assistance with course fees and books or opportunities to study while on the job?

										Find out everything you can about your chosen qualification level or field from recruitment agencies that specialise in your area of interest, the Internet, and through contacting people already in the industry. Ask them about the best courses, the qualifications that companies and recruitment agencies look for and how to get the best work experience placements.

										How flexible can you be with your studies? Is your preferred course available part time? Is your contact time (lectures and tutorials) at university available after 5 pm? Do you have the time and freedom to study at nights and on the weekends if you can’t do any during work time?

										How much do you think about the tasks you particularly enjoy and those you ­dislike in your current and previous jobs? Are you customer focused or do you prefer to work on a specific project away from the front desk? Do you thrive on research and ­writing or would you rather be outside or on the shop floor? 

										What arrangements are you prepared to make to get your foot in the door of your chosen field? A work-experience (for free, naturally) placement can give you ­valuable contacts and another highlight for your resume. Work experience can also provide revealing insight into what the job entails before you leave your job or commit to a training course.

										What jobs appeal to you? The Job Guide is a Department of Education, Science and Training (DEST) (now under the Department of Education, Employment and Workplace Relations) publication, which provides information on the training requirements and duties of many different careers, and here is the best place to start finding out about training. The Job Guide form is available online at www.jobguide.dest.gov.au, public libraries and Centrelink. 

										What work/life balance issues are you determined to keep or achieve if you decide to do some training or study? These could include having flexibility to start and leave work earlier to attend course ­lectures, being given access to the printer and photocopier for assignments, ­reducing your commuting times, negotiating a salary increase or negotiating additional leave to incorporate studying for exams.

								

									[image: RealLifeStory.eps]
								Short-course study suits busy people

									ACE is increasingly recognising the need for flexibility when delivering courses, with many classes held during weeknights after 5 pm or on weekends. Joanne, a part-time worker and single mother of a 2 year old, decided to start a course in Simple Car Maintenance following her divorce. ‘The course ran only for four consecutive Thursday nights and arranging my mum to come over and babysit while I was at college from 6 pm to 9 pm was difficult but worth it,’ she said. Joanne gained so much from the course that she promptly enrolled in another, Beginners Home Maintenance, and then another, Financial Management. ‘Two years later, I’m now halfway through an interior design course that I wouldn’t have even considered for a second if I hadn’t shown myself what I could learn in the first short course I did.’ 

								

				Many ACE courses are structured at an introductory level and include topics such as improving your English and literacy skills, re-entering the workforce after a lengthy break and developing social skills such as communication, assertiveness and problem solving. 

				ACE courses are also an excellent way to road-test a new job level or brand new career. For example, a six-week training course in public speaking and presentations may give you the encouragement you need to start more formal training in education at university the next academic year. Training experts say that most people prefer to try a short course, for example, desktop publishing, before deciding to go to do a lengthier course in graphic design.

				Other ACE courses range from short self-development courses (for example, public speaking) to fully accredited courses (for example, plumbing) that can count towards formal qualifications. Some of the advantages of ACE courses are

				[image: check.png] Availability as part-time study after standard working hours

				[image: check.png] Availability in a huge range of subjects

				[image: check.png] Availability online

				[image: check.png] Cost savings because fees are less than more formal tertiary courses

				[image: check.png] Flexibility of course lengths from just a few hours to days to months and years

				

				Usually no specific entry qualifications are required for an ACE course, although some vocational or advanced courses (such as apprenticeships or computing) may assume that you already have certain levels of knowledge and skills. For instance if you’re interested in professional development to gain a promotion at work, you can gain management skills through completing short courses in supervising people, accounting or computing. In addition, some of these courses can be recognised prior learning (RPL) to help you enter more substantial courses at universities and other training organisations. (See the section ‘Recognising the skills you have’ later in this chapter.)

				Training providers that run ACE courses include

				[image: check.png] Australian Correspondence School

				[image: check.png] Australian Institute of Management

				[image: check.png] Cengage Learning (formerly Thomson Learning)

				[image: check.png] Financial Services Institute of Australia

				[image: check.png] TAFE colleges

				[image: check.png] Vocational, Education and Training (VET) organisations, such as Australian Local Government Training, Innovation and Business Skills Australia, Service Skills Australia, Rural Training Australia and Trades Recognition Australia

				[image: check.png] WEA courses (NSW, SA) and CAE (Victoria)

									[image: REMEMBER.eps]
								Adult education can be fun

									ACE courses are available for you to enjoy. That’s right, enjoy! Not all training is designed just to get a job, a qualification or to further your career. You may want to try a course that appeals to you on a personal level. Hundreds of courses are on offer, some as brief as two hours whereas others take years. The list is endless — yoga, photography, international cooking, enamelling, creative writing, journalism, military history, meditation, home renovations, and so on. 

									A key part of achieving your dream of work/life balance is to find a hobby that really interests you. Starting a course in that subject opens more ways for you to enjoy your hobby. Former financial adviser Martin agrees: ‘I went to a beginner’s woodworking class a few years back and now spend my free time designing furniture, such as media shelves, coffee tables and entertainment units. Study opened a world for me. My hobby absorbs my attention for hours and provides such an enjoyable break from my “real” job. People now knock first at the shed door when they come to visit me at home.’

								

									[image: RealLifeStory.eps]
								Work and play add up to success

									A recruiter colleague of mine tells me that ‘asking a job applicant questions about their extracurricular courses and hobbies is a good way to ease their nerves during an interview and shows their motivation to succeed’.

									Another work mate has used his hobby as a black-and-white stills photographer to draw parallels with his work as an engineer: ‘Both activities involve concentration and attention to detail and both offer the chance to discover new skills if you’re patient and know what you’re looking for.’

								

				For a more comprehensive list of what courses are available from whom in your location, visit the Education Network of Australia’s Web site at  www.edna.edu.au.

				Make no mistake about it, courses look good on your resume. Therefore, in addition to studying short courses that help improve your communication, time management and problem-solving abilities, don’t discount the courses you’ve done to further a personal interest or hobby. Learning another language, furniture upholstery, wood-carving, drama or kite-making all say something about your initiative and motivation. These achievements show employers that you’re committed to acquiring more skills and knowledge and have the initiative and determination to take control of your own learning and development. 

				Preparing for university

				If you already know what tertiary qualifications you need to enhance your existing job skills or to move into a new career, you can now decide where and when to enrol. You don’t need to have scored a perfect 100 at high school to be accepted into university. 

				If you still need convincing that tertiary qualifications are a valuable addition to your resume, visit the Graduate Careers Council of Australia (GCCA) Web site at www.graduatecareers.com.au. Twice a year, GCCA conducts surveys of university graduates to find out whether they’re employed full time or part time, their salary and their occupation and compares their average earnings with other industries and the general population, as well as the positions where graduates have found employment. If your future plans involve a passport, then rest assured the GCCA research shows that Australian tertiary education qualifications are regarded very highly overseas. GCCA’s link to the National Office of Overseas Skills Recognition (NOOSR) has publications available on its Web site that compare the education systems in more than 100 countries with those in Australia.

				Getting into university as a mature-aged student

				Being called ‘mature’ is nice, isn’t it? Don’t become too pompous though. In the tertiary world, any potential student over the age of 21 years is considered mature (no further debate is to be entered into here). What mature means is that most Australian universities have an entry selection test — the Special Tertiary Admissions Test (STAT) — that’s available for people who don’t have a Year 12 entry score and who wouldn’t normally qualify for tertiary admission. STAT tests are usually multiple-choice question tests that are scored on a scale from 100 to 200.

									[image: WorldWideWeb.eps]
								Useful university sites

									When your STAT test is successfully completed and you have the score to qualify for u­niversity, how do you choose which unit best suits you? Listed below are Web sites that provide information and options on university study for full time, part time, online or by external courses:

										Australian Education Network (www.australian-universities.com): Lists all universities within Australia, their rankings, scholarships and course details.

										Open University Australia (www.open.edu.au): Lists courses that can be taken online or studied remotely at institutions, including Curtin University, Griffith University, Macquarie University, Monash University, Royal Melbourne Institute of Technology (RMIT), Swinburne, University of South Australia, Central Queensland University and Deakin University.

										Oz Uni Student (www.ozunistudent.com.au): Provides lists of Australian and overseas universities, professional associ­ations, teaching, scholarships, research, courses and available tutors.

										Study Online (www.studyonline.com.au): Provides information on universities that have courses specifically designed to be undertaken online or remotely from Charles Sturt University and Chifley Business School.

										The Good Guides (www.thegood guides.com.au): Provides university rankings and comparisons via location, course type, results, and so on.

										University of Newcastle (www.grad school.com.au): Provides a flexible learning online institution that includes graduate certificates in business, law, arts, nursing, IT and health science.

								

									[image: WorldWideWeb.eps]
								What do you want to study?

									These Web sites offer easy-to-digest information on what to look for when achieving enhanced qualifications or changing career direction. Try these tips on what further study or training suits your career choice and how to set the ball rolling:

										Australian Apprentice Job Pathways (www.aajobpathways.com.au): An easy-to-follow, step-by-step guide on how to find an apprenticeship with detailed job descriptions and requirements and employer listings by industry, job type and location.

										Australian Association of Career Counsellors (www.aacc.org.au): Links to help you to find a career counsellor, good articles on education and career planning and other training information.

										Australian Council for Educational Research (www.acer.edu.au): A useful source of information on how and what tests to take to be considered for university entry. The site describes the generic tertiary admissions test for university courses and also has school-specific tests for law school, medical schools (in Australia and the United Kingdom), writing assessments, graduate skills assessments, psychological testing and technology network tests.

										Department of Education, Employment and Workplace Relations (www.dewr.gov.au): A one-stop shop for people interested in finding out about apprenticeships, traineeships and TAFE courses. The site also has reports on where skills are needed in ­particular industries.

										Education Network Australia (www.edna.edu.au): A large portal that enables you to search for training providers, including TAFE, higher education, universities, distance and online training courses.

										Group Training (www.grouptraining. dest.gov.au): A site providing information to apprentices about the process involved in being placed with host employers. This site also gives details on the national standards required for group ­training organisations.

										Industry Skills Councils (www.isc.org.au): Information on what vo­cational and educational training is required for particular industries. This site helps support the development of nationally r­ecognised vocational training.

										Job Wise (www.jobwise.com.au): Information on mature-aged employment opportunities for employees and employers.

										Myfuture (www.myfuture.edu.au): Information on training providers, career planning, occupations and education.

										Training (www.training.com.au): A comprehensive list of training-provider organisations for employers and employees with the requirements of the Australian Quality Training Framework (AQTF) applic­able to all training and assessments done in the vocational education and training sector.

								

				STAT tests are administered through the tertiary admissions centres in each state. Visit the Australian Council for Education Research Web site (www.acer.edu.au/stat) for more information on STAT tests, to view sample questions and for the contact details of state and territory agencies that conduct the tests. 

				Earning study leave support

				Many employers, departments and companies in Australia fully support the lifelong learning needs of their staff members. Smart employers know they also benefit from your increased qualifications and expertise, which make you a committed and motivated worker who can contribute more to the workplace. You may find that your Human Resources (HR) department has a policy on study leave and support that you can access to see if your course of study fits their assistance criteria.

									[image: RealLifeStory.eps]
								From the arts to law — a career and lifestyle change

									Straight from school, Mark now 35, completed an Arts degree, majoring in social work and began work as a disability services officer, looking after adults with intellectual disabilities who live in community accommodation. For the first few years, Mark worked day shifts that involved active case management but after the birth of his first child, he switched to night shifts as a carer. This more passive role allows him to sleep over at the community home while being on call for the adults who live there permanently. ‘Most nights I get to study and sleep, and having small children, I don’t mind the occasional interruption.’

									Changing to night-time shifts enabled Mark’s partner, Julie, to finish her graduate diploma in Information Studies and care for their children. ‘For us, my night duties meant a reduction in salary but Julie started work as a librarian and we’ve been able to juggle child care and work pretty successfully and we plan our weekends together.’

									When Julie settled into her career, Mark decided to study a subject that had interested him since he was 16 — law. Mark began external studies to avoid wasting time commuting to uni, trying to find a park and hanging around between lectures and tutorials. ‘Lectures are recorded on audio files that can be downloaded and kept permanently so you can replay bits you miss. Tutorials are live and online. Students log on to a dedicated site that records the name of everyone in the tutorial. We have a microphone or can type in our answers to the tutor’s questions. Everyone can hear or see your answer and your name lights up so that the tutor knows who’s participating.’ Mark has so far passed every subject and is looking forward to working in the legal profession. ‘I’m hoping that my relatively mature age and life experience are going to serve me well.’

								

									[image: RealLifeStory.eps]
								Banking on a career, thanks to study

									After finishing Year 12 with good results, Steve decided to join the bank straight from school instead of going on to further study. However, after a few years in a relatively junior role, he could see that his chances of being promoted beyond a certain level depended on having tertiary qualifications. He knew the finance industry offered long-term career choices and so he decided to study accountancy. After speaking to his boss and HR department at the bank, Steve began to work flexible hours in order to study part time. In addition, the bank repaid the cost of his textbooks after he s­uccessfully passed each module. ‘It took me nearly six years study part time, but it was worth it’, Steve said. ‘A lot of work situations and course assignments directly related to each other.’

									Since becoming a qualified accountant, Steve’s progression up the ladder has been much swifter. He’s now a state manager for commercial lending. ‘This is definitely my chosen profession and I’m glad now that I didn’t commit myself to study straight from school when I didn’t know what I wanted.’

								

				Employers may consider your application for study leave and provide assistance to you through either one or all of the following processes:

				[image: check.png] Financial support: Some employers may fully or partially pay for your tuition fees or textbooks. Sometimes fee paying is linked to outcomes (after you pass the module, the employer subsidises you for your textbooks and/or tuition fees).

				[image: check.png] Study leave: Some employers allow up to ten days of non-contact hours leave (when you’re not actively at university attending a lecture or tutorial) to give you an opportunity to study for examinations or prepare lengthy assignments.

				[image: check.png] Study release: An arrangement that enables you to leave your work at specified times to attend lectures, tutorials or to conduct study at the university/college or the library during working hours. 

				Getting the green light from your employer

				Broadly speaking, many employers assess an application for study assistance through a variety of guidelines. Your application is stronger if it addresses the following key points:

				[image: check.png] You can clearly demonstrate that you have the capacity to manage both your work and study loads while maintaining a healthy balance between your work and life needs.

				[image: check.png] Your application discusses how much of your course work and study can be done remotely or online.

				[image: check.png] Your application examines the needs of the business and the impact on other staff within the team and provides suggestions on how continued provision and levels of service and production can be maintained.

				[image: check.png] Your application provides details on what ongoing workplace supports you need to assist your studies, such as access to a computer, fax machine, photocopier, laminating equipment, and so on.

				[image: check.png] Your chosen area of study is directly relevant to your continuing role within the organisation and can enhance your current or future roles.

				[image: check.png] Your flexibility and willingness to arrange your course to impact on work hours as minimally as is practicable and to regularly review those arrangements.

				[image: check.png] Your willingness to provide informal seminars or in-house talks to your team about what you have learned during your course of study that’s relevant to your team’s responsibilities and goals.

				Studying for free

				If writing essays and sitting exams are never, ever going to be your cup of academic tea, you can study individual subjects at some universities and colleges for your own personal interest or professional development — for a charge. For example, at the University of Adelaide, you can take most undergraduate courses as non-award study. This plan means that you can attend a course or subject to see whether you think university study is the right choice for you, and for your work/life arrangements. 

				As a non-award student, you’re permitted to attend lectures and tutorials without the need to submit any work; to just feel free to soak in the knowledge you learn and skills you gain. In some cases, you may also arrange to receive an assessment with the other students who are completing undergraduate degrees. By undertaking this form of study, you don’t end up with a piece of paper at the end of the course but you can demonstrate your learning in many ways. For more information, see the section ‘Recognising the skills you have’ later in this chapter.

									[image: TIP.eps]
								Finding financial assistance to study

									If your employer hasn’t approved your application to receive additional leave or financial reimbursement to study, don’t give up yet. Here are other options to consider:

										You can fund all the training costs yourself. Your move up the promotions ladder (and the resulting salary increases) can more than pay for the studies. 

										You don’t have to pay the course fees upfront when you’re studying for a university degree or postgraduate qualification. Instead, the total cost of your Higher Education Contribution Scheme (HECS) fees can be repaid through the taxation system or via the Australian Government’s loans scheme. Visit the Going to Uni Web site administered by the Department of Education, Employment and Workplace Relations (www.goingtouni.gov.au) for more information. This site also provides details on scholarships that may be applicable to your area of study, as well as a range of links to tertiary providers and the courses they offer.

										You may be eligible to receive financial assistance from Centrelink when you’re undertaking training at TAFE or an accredited provider. All applications for financial assistance are assessed by Centrelink, so you should contact your nearest Centrelink office on 1800 050 004 or go to the Web site (www.centrelink.gov.au) to discuss your eligibility. 

								

				Experiencing on-the-job training

				If theoretical study doesn’t appeal to you, then some on-the-job training may be the best learning method for you. 

				On-the-job training can offer you real benefits, such as working and learning at your own pace, incidental learning (participating in unexpected projects or situations at work that can give you new experience and skills) and receiving instruction and experience that’s relevant to the industry and your own needs. The likelihood of better employment and promotional opportunities with your employer (or externally, if you’re hatching other plans) is another benefit.

				In addition, your employer benefits by ensuring that the training provided to you is going to make your skills and expertise a valuable asset to the business. Your employer saves money by providing the training in the workplace instead of having to pay an external training provider. Furthermore, some employers can receive financial incentives from the government for employing you and providing your on-the-job training needs. Finally, to make sure that you receive the right amount of training from an appropriately qualified colleague in a safe working environment, Group Training Organisations (GTOs) visit your workplace and check that your employer is providing you with time to increase your competence and develop specific job skills. You can check out the GTO Web site at  www.gtaltd.com.au for more information.

				Accessing Australian Apprenticeships

				Have you thought about starting all over again and persuing a completely different set of work skills? By becoming an apprentice under the Australian Government’s apprentice scheme, you can combine the time spent at your work with time spent training. Better still, apprenticeships have flexibility — a key factor in the achievement of work/life balance — because they can operate as full-time or part-time work, based on a standard 9 to 5 working day.

				The archaic belief that only 15-year-old early school leavers qualify for apprenticeships has to go. Apprenticeships are, in fact, available to anyone of working age and don’t require entry qualifications. You can be someone who wants to change careers or who wants to re-enter the workforce after a break. An apprenticeship offers you

				[image: check.png] A great way to get a head start in a chosen career 

				[image: check.png] Competency-based training that means you can complete your training faster when you reach the required skills level 

				[image: check.png] Flexibility because training and jobs are available full time or part time

				[image: check.png] Nationally recognised qualifications and skills that provide the basis for further education and training over the remainder of your working life 

				[image: check.png] Paid work and structured training that can be on the job, off the job or a combination of both 

				[image: check.png] Recognition of your existing skills and experience with course credits granted, which can reduce the amount of formal training time required (see the section ‘Recognising the skills you have’ later in this chapter)

				[image: check.png] Support from the Australian Government for mid-career apprentices by providing additional financial incentives 

				For more details, visit the Australian Apprenticeships Web site at  www.australianapprenticeships.gov.au.

				The time has also come to throw out the assumptions that most apprenticeships are only for fellas who like to lug around a toolbox. Apprenticeships are available to men and women in more than  500 occupations across Australia and in most sectors of business and  industry, including

				[image: check.png] Agriculture and horticulture 

				[image: check.png] Automotive 

				[image: check.png] Building and construction 

				[image: check.png] Business and finance services 

				[image: check.png] Community services and health 

				[image: check.png] Food and seafood industries

				[image: check.png] Hairdressing and beauty therapies

				[image: check.png] Information technology 

				[image: check.png] Local government and other public services

				[image: check.png] Manufacturing

				[image: check.png] Metals and engineering 

				[image: check.png] Printing 

				[image: check.png] Property services 

				[image: check.png] Retail 

				[image: check.png] Sport and recreation 

				[image: check.png] Telecommunications 

				[image: check.png] Tourism 

				[image: check.png] Transport and distribution 

				[image: check.png] Utilities and energy 

				Looking for the right apprenticeship  or traineeship

				The methods used to seek an Australian apprenticeship may not differ greatly from strategies used to seek any other type of employment. However, you can consider a number of ideas that may give you the inside lead when it comes to your job search.

				Deciding on the apprenticeship for you

				Literally hundreds of apprenticeships and traineeships are available for you to consider. Check out the details on the Australian Apprenticeships Web site at www.australianapprenticeships.gov.au. You can find lists of apprenticeship titles and lots of other useful information.

				Getting your paperwork up to scratch

				Make sure your resume is up to date, professionally presented and geared towards the type of job you want. Compile a targeted covering letter to go with your resume, either as a response to an advertised vacancy, or as a canvassing (inquiry) letter. Assemble your resume, references and supporting documentation in a presentation folder (refer to Chapter 11 for tips on how to put together a résumé).

				Searching for strategies

				You can use one, two or all of these ideas in your search for an apprenticeship:

				[image: check.png] Check your local and national newspapers for advertised jobs. Many employers begin to advertise around August for employees to commence work the following year. However, keep your eyes open all year because employers can advertise at any time. 

				[image: check.png] Register with group training companies, which often act as recruitment agencies for employers seeking to employ an apprentice. Visit the Group Training Australia Web site at www.gtaltd.com.au for information on what apprenticeships and training organisations are in your area.

				[image: check.png] Register with other private agencies or labour-hire companies. You can find them listed in the Yellow Pages under Employment Services. 

				[image: check.png] Search job vacancy sites on the Internet. Bookmark the sites that are likely to recruit for apprentices.

				[image: check.png] Use the Job Network (phone 136 268) to get information on your local Job Network member/s or search on the JobSearch Web site at www.jobsearch.gov.au. 

				Asking for advice

				The so-called hidden market does exist. Breaking into this market can be a case of who you know. The majority of jobs in Australia are never advertised, according to survey reports. Instead, most jobs are offered to people who network and make contact with the right employer at the right time, often after they hear about a job from someone they know.

								Apprenticeships on the rise 

									Latest figures from the National Centre for Vocational Education Research show that  more than 400,000 Australian apprentices are in training, with a current and predicted future demand for more skilled workers in the trades. For other compelling statistics to support an apprenticeship as a valid choice for your future career, visit www.ncver.edu.au. 

				

				Don’t be afraid to ask anyone for advice. Have a chat to people you know who are already working in jobs that appeal to you. Find out how they started, what apprenticeship or training they completed, what their employers offer. Get as much background information that may help you find an introduction to the employer you want to meet (refer to Chapter 11 for useful networking techniques to expand your career contacts).

				Knowing what you can offer 

				After you demonstrate your enthusiasm, intelligence and motivation, some employers may still need more convincing. Some employers aren’t aware of the financial incentives the government may pay them for taking on an apprentice. Visit www.australianapprenticeships.gov.au to find your local Australian Apprenticeships Centre where you can find information about an employer’s financial entitlements when they hire you. 

				Getting to grips with group training

				Group training is an employment and training arrangement whereby an organisation employs apprentices under an Apprenticeship Training Contract and places them with host employers — a bit like a grown-up version of work experience. The Group Training Organisation then takes on the employer responsibilities for the quality and consistency of the apprentice’s employment and training. The Group Training Organisation also provides you with the additional support you may need to successfully complete your training contract.

				Recognising the skills you have 

				Recognised Prior Learning (RPL) is an alternative way to get the skills and knowledge that you achieve outside the formal training system to be assessed and counted as a completed training module. This technique is valuable for people who want to gain a qualification but who have not attended a course or received that ‘special piece of paper’ that shows what experience and expertise they have. Your skills may have been achieved through learning on the job, volunteering and community work, along with your personal hobbies and interests. All these may be considered for RPL assessment. For example, you may not have qualified for entry to a university course via the formal Year 12 examination and curriculum process but are assessed as having the alternative qualifications through work and life experiences and so you’re able to participate in the course you want. 

				Likely assessment methods can include

				[image: check.png] Attending a workshop run by the student that effectively demonstrates the required skills and experience

				[image: check.png] Being provided with specific examples of work (for example, written reports, works of art, trades work, such as welding, electrical, construction, and so on)

				[image: check.png] Examining the student using the same or amended versions of assessments provided to others students at the end of the module/course/subject

				[image: check.png] Interviewing the student

				[image: check.png] Interviewing the student’s supervisor, manager or employer

				[image: check.png] Linking project results and outcomes to the student’s involvement (that is, a safe workplace, adoption of a new policy or guideline developed and created by the student, re-engineering a piece of equipment by the student, and so on)

				[image: check.png] Observing the student on the job in the workplace or in an appropriate social or community setting

				All tertiary institutions, colleges and accredited training providers promote their RPL policies and procedures and what qualifications, subjects, models and courses are offered. For more information, visit the Australian Qualifications Framework at www.aqf.edu.au. 

			

		

	
		
			
				Chapter 13

				Doing a 180 Turn: Changing  Your Career Completely

				In This Chapter

				[image: missing image file]	Making changes to your career 

				[image: missing image file]	Starting your own small business

				‘The definition of insanity is to continue to do the same things in the hope that those things will miraculously achieve a different result.’

				 — Albert Einstein

				Albert may have split the atom but he was also spot on when he recognised the necessity of change. In your case, if you’re feeling resentful and are continually frustrated in your efforts to improve your current job, it’s never too late to consider a different career or way to earn your living.

				This chapter takes a peek into the small-business world, ranging from the experience of working from home to buying a franchise or setting up your own business and offers tips on how to prepare for the big leap into the unknown. 

				As well, I tell you success stories of ordinary people who’ve faced their fears of the unknown (without a guaranteed salary) and are now involved in careers that are nothing like those they moved to from school or university. With good research, planning and accessing all of the help that’s available, you too can take these options.

				Embracing Change

				Are you ready to make the changes to your employment situation that you need to achieve a more sustainable work/life balance? Changing your career can be incredibly worthwhile and can actually make you feel like getting out of bed when the clock-radio starts beeping. But changing your career can also be risky. 

				Before you do anything, you need to work out how many changes you’re willing to make to your lifestyle — particularly in your finances. Will a new career that fits your lifestyle offer you enough money to live on? Can the career you dream of going to continue to challenge you? Are you prepared to work longer hours? Can you negotiate flexible working arrangements from the start? How far can you travel? Are your partner and children supportive of your desire to change direction and try something new? Having a partner suddenly take away part of the home to create an office can cause disruption. Be sure to discuss your plans with your partner first.

				Starting from scratch again

				Wanting to change your career and lifestyle because a mate of a mate of your neighbour’s cousin’s daughter has found a job that earns her heaps of money is not the reason for you to change. Changing jobs is all about changing for the right reasons. Is money the biggest driver for you to change, no matter what the job title, the hours or the distances you have to travel away from your loved ones? I thought not. If that’s the case, you wouldn’t be reading this book about work/life balance and leading the best possible lifestyle.

									[image: RealLifeStory.eps]
								 Beating a path to the kitchen

									After more than 20 years as a police officer, Brett is wearing a different hat — this time a white, puffy one.

									Brett had considered becoming an apprentice­ chef but he was from a family of police officers. ‘Being a policeman like my father was what I was ready for at the time.’ Two decades later, the desire for police work wasn’t as strong as it had been. ‘Public support for police and levels of management changed. I saw one of my closest friends go out on stress leave and I decided to leave before it happened to me.’

									In his spare time, Brett devoured TV shows and read books about cooking. He looked into a TAFE college course in commercial cookery while still in the police force. ‘I was divorced, heading to 40 and unhappy in my job.’

									The course completed, Brett now works as a chef in Queensland and loves the creative freedom. ‘It’s hard, physical work and you’re constantly standing. But it’s not as stressful as police work, my work is appreciated and I get to see people who are happy with my cooking.’ 

								

				Career counsellors and recruiters find people wanting a career change are often short-sighted in their goals. For instance, try asking yourself honestly: Are you considering this major change because you don’t like your boss? And if this issue could be resolved, would you feel satisfied and be prepared to remain in your current job? If this is the case, you may be better off taking a holiday or looking into some short-term training (such as an off-site course of about a week). These strategies give you a break that you need to assess your current job and career aspirations more clearly. Finding out what is motivating your restlessness and desire for change makes your decisions about career change a lot easier. 

									[image: TIP.eps]
								How do you know when to change jobs?

									So how do you decide when the time has come to make a dramatic change to your life? Ask yourself these questions (and answer as truthfully as you can):

										Are you being the parent, partner and friend you want to be?

										Are you contributing as much time and energy as you’d like to your community and interests?

										Do you have enough time for fun?

										Do you look forward to the working week? 

										Do you love what you do? 

										Does your job still challenge you mentally? 

										Is there something else you would rather be doing? 

									Your answers can form a picture in your mind of what your ideal career or business venture may be. To make your new career something you can visualise, try going back to your ­childhood arts and crafts roots for a short time. Get a stack of magazines and cut out pictures that appeal to you about ideal jobs, family, home, hobbies, and so on. This may feel a bit silly but having a visual picture can help you clarify what you’re really looking for in work and in life. When your ‘art’ is done, step back and have a look — how closely does your real life resemble the life that appeals to you? 

									Still unsure? Refer to Chapter 5 to learn how to do your own brainstorming, visualisations and checklists to get to know yourself.

								

									[image: RealLifeStory.eps]
								Same job, different employer

									Doug loved his work as an HR officer, but found the culture and low morale at his old department very frustrating. He wanted a change from the industry he was in, but not the actual position he was holding, which he enjoyed. Therefore, he applied for — and won — the same-level position for a different government department. ‘Some of my friends wonder why I bothered changing employers for the same pay, but the service I help provide to the community is much more rewarding in my new job.’ He also found that he had better work/life balance showing in his improved frame of mind after work: ‘Instead of slumping on the couch and turning on the telly straight away, my wife and I go for a walk before dinner.’

								

				Some other strategies to consider before taking the plunge include

				[image: check.png] Assessing your skills and experience to see whether you can transfer — and make the most effective use of — your advantages in your new career. Look at your written and communication skills, research skills, selling techniques and your professional background — finance, science, engineering, education, public service, and so on.

				[image: check.png] Choosing a job that’s related to your existing career, such as in the same organisation or department. Or using the same strengths, such as teaching, and transferring those skills to training adults in the workplace.

				[image: check.png] Considering a move to a large company that has the resources to provide you with structured internal training and employment opportunities in different teams and departments.

				[image: check.png] Finalising your finances. Many career shifters take jobs at the bottom of the ladder and work their way up via experience, in-house job vacancies and promotions. Make sure you involve your partner in figuring out what aspects of your lifestyle need to be reined in for you to make the move. And seek expert financial advice.

				[image: check.png] Investigating what training you may need. Training can provide you with new skills and qualifications and also help you decide if you’re making the right choice. For further information on studying for career and work/life balance, refer to Chapter 12. 

				[image: check.png] Researching your new career choice by looking into what constitutes the role (key responsibilities and tasks), and the likely job market before you leave your current job.

				[image: check.png] Speaking to someone who already works in your desired career area. How did they get there? What experience and qualifications do they have? What makes them stay? What do they enjoy about the role? What qualities of the job do they want to change?

				[image: REMEMBER.eps] A career change doesn’t always mean you have to ditch your skills entirely. For example, not all career changes mean that you have to forget all your background in finance and gain the skills of a pastry chef. Many opportunities are offering to let your skills blossom in another career — maybe right under your nose.

									[image: RealLifeStory.eps]
								New job, different employer

									If you work for a large company, you may be lucky enough to score a different role without having to change employers, location or to do additional study or training. Danielle knew that she wanted to move from being an administrative officer in the Human Resources (HR) unit to teaching, but instead of leaving and doing her Diploma of Education, she was able to study part time (supported by her employer) and become an in-house trainer for the state government department where she worked.

									‘My current skills are valued, I keep my long-service leave and accrued annual leave and I can now add “professional trainer” to my resume. This has renewed my enthusiasm for my job and I’m really enjoying standing up in front of some of my old team leaders and giving them tips on time management.’ 

									Danielle also appreciates being able to work from home occasionally. ‘Because my job involves a lot of preparation and course notes, I’m able to decide when it’s appropriate to work from home in order to reduce interruptions and focus on the course materials. I get a lot more work done on those days because I don’t have a 45-minute train trip each way and I’m only five minutes away from the kids’ school.’

									

								

									[image: RealLifeStory.eps]
								 Changing jobs can increase your energy levels

									Most career counsellors and recruitment advisers consider that making a career change requires careful research and planning, but the outcome can be well worth the trouble. 

									Matt agrees with the experts. The 41-year-old travel agent spent the first 15 years of his working life as an engineer. ‘It was what I’d studied at university and seemed like a good fit in terms of career advancement and salary.’ Eventually his desire to travel overtook his interest in building construction and after some thorough research and preparation, he left his secure job to pursue a new career in travel. ‘Before I left, I finally knew the job was no longer interesting to me.’ After planning his downshift to a much lower salary in the travel field, Matt concedes that he and his family have had to make some changes — especially financially. ‘I’m much more motivated at work and my two boys can see how much happier I am. My hours haven’t reduced much but my energy levels and willingness to be a bit more “hands on” at home have increased. I wish I’d done this earlier.’

								

				Accepting a negative and  making it a positive

				Not everyone who undergoes or thinks about trying a career change is doing it voluntarily. Even in times of relative prosperity and low unemployment, companies still downsize staff and outsource work (manufacturing in particular) to cheaper locations. Despite the increasing recognition of the skills of older workers and the need to retain them for longer periods, some employers are still short-sighted.

				Not only school leavers can use career advice — so can you, and me and everyone. You may feel as though you’re in your current career because that’s what your family expected of you, or maybe you’re there by chance. You may not know how to assess your skills and experiences. Therefore, having a professional counsellor assess your professional talents can lead you to a career far more rewarding than your current job. Web sites to explore include the following:

				[image: check.png] Australian Association of Career Counsellors Inc. (www.aacc.org.au): A thorough search facility that enables you to find a careers counsellor in your area.

				[image: check.png] Career Information Centres (CICs) (www.centrelink.gov.au): Access to a huge database of occupational information, courses and employment trends. You can also find out where your nearest CIC office is located.

				[image: check.png] Community Active Careers (www.communityactivecareers.com.au): A partnership that provides information on career planning and opportunities within the community service and health sector in the community, local, state and federal government.

				[image: check.png] Myfuture (www.myfuture.edu.au): Training and studies involved in career development with links to employment sites and industry organisations.

				[image: check.png] Seek (www.seek.com/career-resources): A section on career planning that includes tips on how to develop your career, self-assessment tests, and how to analyse key company reports and employment data.

									[image: RealLifeStory.eps]
								Retrenchment and then what?

									At age 54, Trevor was retrenched from an organisation after 32 years. ‘It was a very humiliating experience. I had been a department manager for longer than the entire time the HR assistant had been alive and it was tempting to get angry and wallow in it.’ Instead, he chose to see the situation as a positive. ‘The payout was generous enough to allow me to take my wife and kids on an around-Australia holiday and also make me realise that I didn’t want to be a weekend dad anymore.’ With his wife working part time and his three kids still in school, Trevor decided to go for a 180-degree job change. 

									For Trevor, the experience of visiting a careers counsellor was refreshing; his skills and experiences had not been reviewed since he graduated from university 30 years earlier. ‘The counsellor and I had some pretty lengthy discussions and I sat a variety of numerical, word-association, abstract-reasoning and psychological tests.’ The results led him to high school teaching. Trevor spent a year studying full time for his Diploma of Education before finding work as a high school science and maths teacher. ‘It’s bloody hard work, but in a good way. I get the same holidays as my kids do and I get to be home by 5 pm. It’s given me a brand new outlook on life and teaching teenagers has meant that I’m much closer to my own kids these days.’

								

									[image: RealLifeStory.eps]
								 Meditating on a sabbatical

									John has tertiary qualifications in computer science, and had attended meditation classes at university during his first years of employ­ment. In his fourth year at work, John applied for — and received — twelve months’ sabbatical leave. He used his savings to travel across Asia, in India, Pakistan and Nepal to see more of the world and to participate in more complex learnings of meditation.

									Several years later, John again took a sabbatical to go into a meditation retreat for the year before resuming his IT work. He considers that having access to career breaks has resulted in his returning refreshed and maintaining his interest in computer technology. ‘I know that I have freedom to travel and pursue other interests. It’s not just my job that defines who I am.’

								

				Seizing sabbaticals

				A good way to give yourself some time to try out a new career or restructure aspects of your personal life and interests could involve taking a sabbatical. A sabbatical means taking a prolonged career break from your paid employment to fulfil other more personal goals. Sabbaticals are most commonly taken as unpaid leave and are increasingly being offered as an employee benefit to workers who’ve been with an employer for a number of years. Sabbatical leave means you still have the security of your paid job waiting at the end of your leave. Here are some typical reasons for sabbaticals:

				[image: check.png] Child care

				[image: check.png] Humanitarian work overseas

				[image: check.png] Paid work overseas

				[image: check.png] Research, private study or book writing

				[image: check.png] Travel

				[image: check.png] Voluntary or community work

				Some employers, such as universities or scientific organisations, offer sabbaticals as an employee benefit, available to workers who’ve been with the organisation for several years. Other employers are becoming aware of the need for workers to take some time out for themselves to pursue other interests or to try their hand at other jobs and career options. Experts believe that offering time off to valued employees is as important as a pay rise — employees who feel trapped without opportunities to try different work can end up leaving the firm or becoming less effective and enthused about their work. 

				Loving leave without pay 

				If sabbaticals aren’t a practice in your workplace, you may find them under a different name — leave without pay (LWOP). Most Australian employers offer leave without pay options for staff when other forms of leave (annual, parental or sickness) aren’t available. 

				Examples of reasons for granting leave without pay include

				[image: check.png] Accompanying your partner on extended leave or secondment (for an overseas posting, a fixed-term job interstate or to travel for long periods of time).

				[image: check.png] Extending sick leave when sick-leave credits have been used.

				[image: check.png] Settling affairs of a personal nature (to execute an estate or provide care for dependants in cases of illness, accident or bereavement). 

				[image: check.png] Taking up a fixed-term appointment with another organisation that’s in the interests of the employer, as well as providing you with additional skills and experiences. 

				[image: check.png] Travelling for personal reasons.

				[image: check.png] Undertaking a specified project with another employer or government agency in partnership with your employer. 

				[image: check.png] Undertaking further study, or carrying out research. 

				Normally, LWOP is granted for periods of six to twelve months and is considered on a case-by-case basis. Check with your HR consultant or department to find out what the guidelines are on leave without pay.

				Working on Your Own

				If changing jobs but still ‘working for the man’ no longer interests you, you may consider going into business for yourself. Don’t take the word ‘alone’ too literally. Many legal, advisory and statutory authorities exist to provide you with advice and regulations; not to mention the liaison and effort you need to write up an achievable business plan; advertising, product development; and any additional training you may need. As well, you can develop support networks where you can meet up with people in a similar position to share your stories and advice.

				Still on a salary, but working from home

				Under certain conditions, people who are in paid employment are able to make arrangements to work from home for agreed periods of time or on an as needed basis. Calling this practice telecommuting might make it easier to differentiate it from owning or running a business from your home. Even though this is still technically ‘working for the man’ in that you’re paid a salary by someone else, you’re being trusted to plan and produce high-quality work using your own skills and initiative.

				Most proactive Australian employers have working from home or telecommuting policies available, and applications for these practices tend to be assessed on a case-by-case basis. (Refer to Chapter 8 on flexible working options, such as working from home.)

				[image: TechnicalStuffnew.eps] Considerations your employer may use to judge your proposal to work from home may include

				[image: check.png] How you establish appropriate methods for monitoring the quality of your work.

				[image: check.png] How your working from home may affect other staff members in your team.

				[image: check.png] The reasons you provide for wanting to work from home (for example, reducing commuting times, having closer access to your children’s school and child-care facilities) and being able to concentrate on detailed tasks at peak times (for example, end-of-month reporting, annual reports or financial analysis).

				[image: check.png] The type of work you do when your work doesn’t require much  face-to-face contact and is more about writing reports or policies, data analysis or project work.

				[image: check.png] The way your manager can communicate with you, delegate work tasks and keep updated on your progress.

				[image: check.png] What equipment you need (your home office may need to be checked to ensure that it’s ergonomically acceptable and to ensure it adheres to the relevant occupational health and safety requirements).

				[image: check.png] What home-office set-up you have.

				Working from home significantly improves your work/life balance. Not only does working from home increase your motivation and satisfaction (that is, you know your employer trusts your abilities to work unsupervised and get the job done), but you also have more family time, which should thrill your partner (see Figure 13-1).

					Figure 13-1: Always ask your partner first.

				[image: 4_13.01.eps]

				Reproduced with permission of cartoonist, Warren Brown.

				[image: REMEMBER.eps] Even when you have to shut your office door and put a ‘Working’ sign on it, you can still interact with your family. For example, when I’m working from home, I may not be able to devote the entire day to my daughter, but I can walk the three blocks to meet her at the school gate, come back hand-in-hand and have a cup of hot chocolate together at home. She loves having me there and I love hearing her excited chatter and news. All in all, this takes about half an hour out of my work day — pretty well the average amount of time I spend socialising with my colleagues in the workplace over a day.

				Finding a franchise

				Some people fancy the idea of being their own boss and running a business. One way you can do this is to become a franchisee. Franchising is also attractive to people who are striving for better work/life balance because it allows them their choice to plan where, how and when they work.

				[image: Statistic.ai] The Australian Bureau of Statistics reports that less than 5 per cent of Australian small businesses are franchises, yet they earn approximately 14 per cent of the nation’s Gross Domestic Product (GDP). Both figures are expected to rise as more and more people reject the idea of working for someone else and want to be their own boss.

				Franchising is a business relationship in which the franchisor (the owner of the business providing the product or service) gives independent people (you, the franchisee) the right to sell their goods or services, and to use their business name for a fixed period of time. The franchise also provides you with training, operational standards, marketing plans and trademarks, merchandising and business management systems (that is, financials, diary management) and arranges for all referrals and advertising. 

				At my last count, more than 900 different franchise opportunities were available in Australia, ranging from home haircuts to office supplies; from chicken dinners to TV aerial installations. Franchising experts recommend that you select a franchise that complements your chosen work/life balance goals as well as your skills and interests. For example, getting into dog grooming is pointless when you’re allergic to dogs. 

				[image: REMEMBER.eps] The franchise that you choose needs to be consistent with your current or chosen lifestyle. Discuss your choices with your partner and immediate family because running a business affects them too. Don’t forget to also consider the affordability, location (or the ‘territory’ where you are permitted to run your business) and the likelihood of future growth in earnings and work. 

				Franchising can be a win-win situation when the franchisor is able to expand the market presence and brand recognition without spending too much money, and the franchisee (Mr or Ms Joe Public) gains an entry into running a small business with a well-known brand and service. 

				[image: Warningbomb.eps] As with any venture into business or any change of financial situation, you need to research the industry thoroughly and seek proper financial and legal advice (see the section ‘Finding vital small business links’ later in this chapter).

				If franchising is for you, then now’s the time to start researching the many choices available. Here are some franchising Web sites to get you started:

				[image: check.png] The Australian Consumer and Competition Commission (ACCC) (www.accc.gov.au): Regulates the Franchising Code of Conduct that provides a number of franchisee protections, including mandatory disclosure of information from the franchisor about financial details and other matters, information about a cooling-off period after signing franchising contracts, dispute mediations and free association of franchisees. Read this code before considering a franchise in order to understand your rights and obligations.

				[image: check.png] The Franchise Centre (www.franchisecentre.com.au): Provides professional advice to franchisors and franchisees and information on trends, business advice and legal requirements.

				[image: check.png] The Franchise Academy (www.franchiseacademy.org.au): Offers a range of training programs for people interested in, or currently involved in franchising. 

				[image: check.png] The Franchise Council of Australia (FCA) (www.franchise.org.au): Encourages franchisors to achieve the highest possible standards of franchising conduct. The site contains a list of members, and recommends that potential franchisees ask for proof of membership of the FCA.

				Starting a home-based business

				So you’re sick and tired of rushing out the door to make the bus or being stuck in traffic during a long commute. You’re sick of being told what to do and when to do it and your boss isn’t giving you a satisfying existence. A home-based business may be the solution for you. Home-based businesses are — as their name suggests — small businesses that operate from the business owner’s home (usually a spare room or home office). These businesses are very small, with usually only one or two employees who are frequently immediate family members. Being based at home means the business doesn’t have a ‘shop front’, car parking or signage.

									[image: Statistic.ai]
								You’re not alone

									The ABS reports approximately 1,269,000 businesses are operated by around 1,660,000 people in Australia. Of those businesses,  72.6 per cent have only one operator, and another 25.1 per cent have two owner–operators.

									You don’t need to be a Rhodes Scholar to figure out that women (and men) are running home businesses for a variety of benefits, including 

										Closer ties with the local community via services, shopping, business relationships.

									

										Cost savings on rental of business premises.

										Cost savings on transport.

										Easier availability to care for sick children and other dependants.

										Extra freedom to provide some child or elderly dependant care while working or during standard working hours.

										Increased flexibility in being able to decide what types of work and how much work to take on.

								

				[image: Statistic.ai] You already have read and heard about people who can somehow combine their non-work responsibilities and interests, such as partners, family, hobbies and home, with earning enough money to live comfortably. But who are these people. According to the ABS, 8.2 per cent of women and 5.4 per cent of men do some paid work at home. For business owners, however, the figure is significantly higher. Of these, 46 per cent of women and 21 per cent of men work from home. If the numbers are broken down even further, the key figures of people with home businesses are

				[image: check.png] All women (55 per cent )

				[image: check.png] Women aged 35 years or older (79 per cent)

				[image: check.png] Women with dependent children aged 15 or younger (40 per cent)

				What do people who work from home do?

				People who work from home do pretty well everything you can possibly imagine. A few mouse clicks can reveal home-business sites that are advertising for people to run party plans or directly sell make-up, perfume, lingerie, financial services, insurance, gym memberships, secretarial services, data entry, surveys and collections.

				What perhaps is more interesting is that these ingenious home-preneurs have developed their own business ideas and ways to engage their services. Here’s where the sky’s the limit in terms of the sheer range of inventions you can sell — pet clothing and trinkets, swimwear, private investigations, dietary-specific sweets, stationery, Web site design and maintenance, health care and advice, proofreading and editing, freelance journalism, accounting, and on the list goes.

				What can you do?

				The list of the many jobs you can take on at home is never-ending. Here are a few ideas to give you a start and get you thinking about the type of work you’d like to do from home:

				[image: check.png] Check out the brainiacs: Visit the national inventors’ site at  www.inventors.asn.au to get information and links that could spark ideas for an invention of your own.

				[image: check.png] Consider contracting yourself: Around two million contractors are working in Australia, selling their time and expertise as a service. Contracting can be another way for you to control the amount of work you wish to do. Visit the Business Victoria Web site (www.business.vic.gov.au/stepbystep) for fact sheets on how to set up a business as a contractor, how to prepare a quote and for links to information and support. 

				[image: check.png] Gear up your skills and experience: What type of work do you particularly excel in? What have people complimented you most on in your work? What have you always day- dreamed about doing? What drives you crazy at work because you know you could do it better if given a chance? What service can you deliver that’s cheaper/quicker/better/more creative than what is currently being offered? 

				[image: check.png] Incubate: Check out the information on Small Business Incubators at AusIndustry (www.ausindustry.gov.au). These incubators are normally a facilities (sometimes just online) that provide premises, advice, services and support to new and growing businesses to assist them to become established and profitable. Small business incubator tenants are provided with an initial place of operation and a supportive environment in which to grow their businesses. Tenants share the incubator’s premises and a range of support services from which they graduate and relocate to commercial accommodation when they’re commercially viable. 

				[image: check.png] Look at what other winners have achieved: AusIndustry is the Australian Government’s agency for providing information, programs and services that actively support and encourage industry and innovation. Visit the AusIndustry Web site (www.ausindustry.gov.au) to view the range of grants and schemes that support business initiatives. AusTrade (www.austrade.gov.au) have export grants and consultants who can help you write and apply for assistance. The Yellow Pages Business Ideas Grants was a yearly awards program that rewarded good business ideas from small business. The program may have concluded but the information on past winners is still available and may inspire you. 

				Selling your known quantity

				You can make a living in ways that don’t involve selling a product you don’t believe in or inventing something better than sliced bread. Industries in the fields of research, information technology, finance and accounting and writing can provide business opportunities — and contacts — that don’t have to reside in city office spaces. 

				Finding vital small business links

				If you’re thinking about setting up your own business but don’t have a clue where to start, you can find a lot of help and advice available to you that’s only a mouse click or two away, including

				[image: check.png] Professional accounting organisations: Provides lists of accountants who specialise in different areas of small business. These organisations include 

				•	CPA Australia (www.cpaaustralia.com.au).

				•	Institute of Chartered Accountants in Australia  (www.icaa.org.au).

				•	National Institute of Accountants (www.nia.com.au).

				[image: check.png] Business advice from the Australian Government (www.business.gov.au): Provides government information to small business. You can apply for an ABN online and find out about business planning, tax issues and many other useful links.

				[image: check.png] Chambers of commerce: Offer assistance, information and resources for start-up businesses in states and territories: 

				•	National (www.acci.asn.au)

				•	New South Wales (www.thechamber.com.au)

				•	Queensland (www.commerceqld.com.au)

				•	South Australia (www.business-sa.com)

				•	Tasmania (www.tcci.com.au)

				•	Victoria (www.vecci.org.au)

				•	Western Australia (www.cciwa.com)

				•	Australian Capital Territory (www.actchamber.com.au)

				•	Northern Territory (www.chambernt.com.au)

				[image: check.png] Employer organisations:

				•	Australian Business Ltd (www.australianbusiness.com.au) 

				•	Australian Retailers Association (www.ara.com.au)

				•	Business Council of Australia (www.bca.com.au) 

				[image: REMEMBER.eps]
				Knowing your obligations

					Owners of small business have defined obli­gations regarding taxation, including Goods and Services Tax (GST).

					To find out exactly what your taxation responsibilities are, visit the Australian Taxation Office Web site at www.ato.gov.au/business to find out more about tax matters for people working from home.

				

				[image: check.png] Government (state and federal) departments responsible for  small business: 

				•	Australian Government Department of Innovation, Industry, Science and Research (www.industry.gov.au)

				•	NSW State and Regional Development (www.smallbiz.nsw.gov.au)

				•	QLD State Development, Trade and Innovation (www.sd.qld.gov.au)

				•	SA Office of Consumer and Business Affairs (www.ocba.sa.gov.au)

				•	Tas. Department of Economic Development (www.development.tas.gov.au)

				•	Vic. Department of Innovation, Industry and Regional Development (www.business.vic.gov.au)

				•	WA Small Business Development Corporation (www.sbdc.com.au)

				•	ACT Business ACT (www.business.act.gov.au)

				•	NT Territory Business Centre (www.tbc.nt.gov.au)

				Introducing the virtual assistant

				What if you like the idea of working at home but are worried that you don’t have that unique and profitable idea or the will to work 24 hours a day, seven days a week? The rise of virtual assistants may be an alternative worth investigating. No, virtual assistants don’t live in your computer, they’re real flesh-and-blood people looking for work, just like you. Virtual assistants are independent professionals who provide administrative and secretarial support to small and medium-sized businesses. Virtual assistants often offer their services on an hourly or contract/specific project basis and work from home.

				Virtual assistants are ideal for smaller businesses that don’t have the workload or funds to put on a full-time employee and only need extra help during peak times. Virtual assistants also provide their own office space, equipment or cover sick pay or holidays.

				Finding the funds

				Setting up your own business venture is going to involve some set-up costs, which can range from relatively modest to the size of a mortgage, depending on the equipment and advertising you need. If you haven’t yet inherited a fortune or won the lotto, make sure you get advice from a financial adviser who specialises in small business and tax issues.

				[image: TechnicalStuffnew.eps] In the meantime, here are some sources of funding you may be able to access for your new business:

				[image: check.png] Business loan from a bank: Assuming that you can comfortably afford the repayments and have sought good financial advice, the advantage of borrowing money this way is that the bank won’t have any input into how you run your business. More importantly, the lender won’t be entitled to any of the profits you make. But you do have to repay the loan and interest on time. Your tax accountant may be able to show you how you can possibly claim some interest as a business expense. 

				[image: check.png] Help from family or friends: When you have someone close to you who’s prepared to lend you money for your business, you’re likely to be paying less interest than a bank, as well as no additional monthly loan fees. You may also be able to negotiate lower repayments on longer terms than a commercial bank allows.

				[image: check.png] Invitations to investors: You can raise money for your business by allowing trusted friends or family to become part owners of the business with you. The best kind of investors are those who already have proved themselves in business and can give you good advice and help. By choosing this route, you must be prepared to take your investors’ interests into account and keep them updated on the progress of your business.

				[image: RealLifeStory.eps]
				Virtually an assistant out of sight

					Vicki, a legal secretary before leaving her employer on three separate occasions to have children, has become a virtual assistant so she can work from 9 am to 3 pm while her kids are at school. Vicki found her clients by advertising in the local paper and by letterbox-dropped leaflets in the small businesses post boxes in her area. ‘I think that some people need administrative services now and then rather than always.’

					Vicki types recorded notes, creates and updates spreadsheets, edits documents and puts together large mail-merge lists for her clients. ‘I’m only five minutes away from most of them, so I can pick up work or have it dropped off to me. Another client on the other side of the city communicates by email.’

				

			

		

	
		
			
				Part VI

				Seachange  Is Not Just a Television Show 

				
				[image: Part%20VI.eps]
				‘I used to work in an office so I could get  enough money to put food on the table. Then  one day I realised I could just grow the food.’

				Glenn Lumsden

				

					In this part . . .

					Many people achieve work/life balance by making very large changes to their lifestyles — changing careers, social lives and even locations. In this part, I explain what downshifting means and how the process varies from one person to another.

					Seachanges and treechanges — the extreme decision to give up job and lifestyle and move to a smaller location — are examined. I look at what planning needs to be considered before such a move and you meet some real people who are making these changes. 

			

		

	
		
			
				Chapter 14

				Expanding Your Horizons

				In This Chapter

				[image: missing image file]	Defining downshifting

				[image: missing image file]	Staying in the city and downsizing

				Downshifting is most simply defined as taking steps to simplify your life by reducing your work demands. This, in turn, gives you more time for family, leisure and personal fulfilment. Australians are increasingly thinking about ways to downshift parts of their lives in order to get some more balance in their lives and to enjoy their lives more. 

				The ever-increasing costs of housing, school fees, the culture of long working hours and shrinking free time has seen people change the way they work, the purchases they make, the sizes and locations of their homes and how much they value family time.

				This chapter gives you some statistics about the Australian way of life that make you sit up and take notice. As well, I give some very easy-to-implement downshifting techniques that even city slickers can try.

				Downshifting doesn’t mean ‘seachanging’ in this chapter. Downshifters don’t have to move to the country or seaside or take up entirely different careers in order to simplify their lives. The people I talk to in this chapter have proven ideas on how you can make decisions that relate to your personal happiness and wellbeing ahead of money and social status.

				Deciding to Downshift Your Life

				The term downshifting is a very popular phrase these days. The word was originally coined by US researcher John Drake, who defined it as ‘changing voluntarily to a less demanding work schedule in order to enjoy life more’. Since then, downshifting has come to mean a lot more than just making changes to your workload. US researcher Juliet Schor defines downshifting as people ‘opting out of excessive consumerism, choosing to have more leisure and balance in their schedules, a slower pace of life, more time with their kids, more meaningful work, and daily lives that line up squarely with their deepest values’. This second, broader definition is the one I’m going to follow in this chapter.

				Downshifters fall into many sub categories ranging from the very dedicated back-to-nature, self-sufficient, grow-your-own-food types to people living in the inner-city areas who want to get a bit more out of their non-working lives. Despite the differences between the outcomes wanted by downshifters, everybody agrees that consuming less and contributing more is the way to enjoy life. Whether you want to change your life completely, or just develop new habits that give you more peace of mind, you can fit into the downshifting category.

									[image: Statistic.ai]
								Downshifting demographics in Australia

									Who is downshifting in Australia? The Australia Institute’s national survey of workers, aged between 30 and 59 years, revealed

										A huge 83 per cent agreed with the statement that ‘Australian society today is too materialistic, with too much emphasis on money and not enough on the things that really matter’.

										A total of 23 per cent of Australian adults aged 30–59 downshifted over the past decade. This figure increases to more than 30 per cent if the people returning to study or setting up their own businesses are included.

										Downshifters are equally likely to be aged in their 30s, 40s and 50s and more downshifters still live in cities rather than moving to the country. 

										Downshifting is not confined to white-collar and wealthier workers. Men and women, people from lower paid to very highly paid careers, and families with or without children are as likely as each other to make life changes that result in a lower salary but healthier work/life balance.

									The authors of the study — Clive Hamilton and Elizabeth Mail who published Downshifting in Australia: A Sea-Change in the Pursuit of Happiness — argue that the numbers of people who want to downshift, but haven’t had the courage to do so, means that ‘a majority of the Australian population comprises actual or potential downshifters’. 

								

									[image: Statistic.ai]
								Australia is sharing downshifting with the  United Kingdom and the United States

									A lot of social trends that happen in Australia are also happening in the United States and the United Kingdom. Here are two indications that show that Australians aren’t the only people considering downshifting:

										A 2004 survey revealed that four out of ten people under the age of 35 in the United Kingdom were planning to leave their stressful, high-powered careers and downshift at some point during their working lives.

										A US poll in 2004 showed that around  48 per cent of Americans had tried at least one of the following downshifting strat­egies: cutting back their hours at work; declining or not seeking a promotion; lowering their expectations for what they need out of life; reducing their work commitments; or moved to a community with a less busy way of life.

								

				[image: REMEMBER.eps] Downshifters and seachangers are different people. Seachangers are more dramatic in the way they downshift. These people often leave their careers and life in the city to move to the seaside or country (treechangers) in pursuit of a simpler lifestyle. Moving away from the cities can reduce living costs because 24-hour convenience stores, food halls and shopping malls are not nearby, waiting to gobble up your spare income. (See Chapter 15 for more information on seachanging.)

				Reasons for downshifting

				Downshifters are aiming for a more balanced and fulfilled life. The most common reasons to downshift are to spend more time with partners and families and be less concerned about accumulating a lot of material possessions and keeping up with the Joneses. Research here and in similar countries shows that most downshifters make their life changes after a fairly long process of thinking about what is most important in their lives. Others make changes following an unexpected event, such as a severe illness, the death of someone close or a relationship breakdown. 

				[image: TechnicalStuffnew.eps] The Australia Institute’s Clive Hamilton has co-written groundbreaking reports on downshifting trends in Australia. In a national survey, he found the main reasons for downshifting were

				[image: check.png] To attain a more balanced life. Most of the downshifters explained that they no longer wanted the stress of trying to juggle competing demands. In response to a question about downshifting being seen by some others in society as a selfish act, they disagreed. They considered that working long hours and not spending enough time with your children is a more selfish choice.

				[image: check.png] To have their work values more aligned with their personal values. Many downshifters cited managerial pressures, increased profit seeking and having to spend the majority of their time and energies working for something they didn’t believe in as major reasons for change. Some downshifters had well-paid professional careers in law, banking and business and chose to work in the non-profit and community sector as part of their downshifting strategy. 

				[image: check.png] To improve their health. Again, this can be related to the accumulation of a range of ailments (for example, insomnia, irritable bowel, high blood pressure, depression) due to stress over long periods of time or a sudden ‘scare’ that is the final undeniable reason to make changes in their lives. 

				[image: check.png] To search, find and develop a more fulfilling life. This directly relates to the first two reasons to downshift. Downshifters want their family life, work and community life to reflect and complement their own value system. This realisation doesn’t normally happen overnight, but is something developed over years of experiences.

				Escaping the real estate trap

				In the mid 1980s, the average Australian house price was four times the average annual salary. Today, analysts have it as seven to nine times the average annual earnings. Little wonder then that downshifters often move to a smaller house or apartment. Whatever the change, it normally enables downshifters to reduce their spending by a considerable amount, with smaller houses equating to lower mortgage or rent payments. 

				Hamilton labels some downshifters as ‘real estate refugees’, or people moving out of the cities due to rapidly increasing house prices and the resulting pressure to work longer and harder to repay larger mortgages. The statistics clearly support this view.

				[image: Statistic.ai] The Housing Institute of Australia reports that land prices in Sydney increased 330 per cent between 1993 and 2006, with increases of 300 per cent for the same period in Adelaide and 233 per cent in Perth. The Australian Bureau of Statistics (ABS) 2006 census data revealed that Australians’ average monthly mortgage payments increased by 50 per cent in the five years between 2001 and 2006. The ABS March 2007 quarterly report found that paying the mortgage takes nearly 31 per cent of the household income. 

				The results of the ABS 2006 census also points to downshifters on the move. The census revealed that Queensland is leading the way in population growth with an increase of 191,267 people or 11.7 per cent between 2001 and 2006. Populations in locations along Queensland’s Gold Coast increased by 20 per cent and further north, the Sunshine state’s townships from Hervey Bay to Cairns also increased rapidly. 

				The Australian Property Monitors’ quarterly housing data reports have shown house-price increases since the 17.5 per cent mortgage interest-rate days of 1990. The June 2007 quarterly report lists the average house prices, as shown in Table 13-1.

				
					
						
								
								Table 13-1	Average House Prices in  	Australian Capital Cities — June 2007

							
						

						
								
								City

							
								
								Average House Price

							
						

						
								
								Sydney

							
								
								$529,000

							
						

						
								
								Perth

							
								
								$503,000

							
						

						
								
								Canberra

							
								
								$489,000

							
						

						
								
								Darwin

							
								
								$421,000

							
						

						
								
								Melbourne

							
								
								$398,000

							
						

						
								
								Brisbane

							
								
								$388,000

							
						

						
								
								Adelaide

							
								
								$356,000

							
						

						
								
								Hobart

							
								
								$258,000

							
						

					
				

				Downshifting doesn’t mean downgrading

				The term ‘downshifting’ does have some negative connotations. When applied to our careers and personal lives, anything with ‘down’ in it isn’t seen as a positive change. Think of phrases, such as being demoted, dumbing down, downsizing, downgrading and stepping down. Making the decision to downshift requires a great deal of courage, as well as preparation, and goes against our modern society’s belief that wealth and acquisition equal success and power.

				[image: RealLifeStory.eps]
								Downshifting from Australia to Nepal and back 

									After school, Simon went bush and got into shearing and professional wool classing. 

									A few years later, he changed careers to become a trainee horseracing steward, which gave him the opportunity to travel extensively to race meetings in the country. The travel bug bit him and he spent his six weeks annual  leave discovering the far northern parts of Australia, in the Kimberley, the Northern Territory and Queensland.

									By his early 30s, Simon was travelling even farther — to China, India, Nepal, Pakistan and  Turkey, where he met an Australian sailing around the world. He joined the crew to the Mediterranean and the Greek islands, disembarked near Rome, and moved on to the United Kingdom and Ireland. But Nepal was the country that touched his heart so back he went and met a local student, Jammaya. After a very ‘1950s courtship’, they married and ran a local accommodation lodge for other travellers.

									What defined Simon’s real career was Jammaya’s first pregnancy and the lack of medical assistance. Simon put himself through a crash course in do-it-yourself midwifery. Jammaya’s labour was lengthy and they discovered later she was suffering from pneumonia that was potentially fatal. Simon was determined that their second child would be born in Australia with expert medical help.

									In Australia, Jammaya completed a nursing course and found part-time work in a local aged-care home. Simon decided to return to university to study a double degree in Environmental and International Studies while their two daughters started school. 

									He is now in his final year of study and Jammaya is part way through her studies to become a registered nurse. 

									Longer term, they plan to live in Nepal for a few years, pending what arrangements can be made for the girls’ secondary and post-secondary educational needs. ‘Jammaya would like to give something back to her homeland, which is continually crying out for experts in the medical field. Australia has established good links with Nepal and actively encourages medical transfers there.’

								

				Talk to people downshifting their lives and you’ll find they don’t much like the ‘down’ part of the word. Maybe they’ve moved down salary wise, and maybe they’ve moved down from the big house they lived in to a smaller less costly home, and maybe they’ve moved down from the city to the bush, but most people who make these moves tell you they’ve moved up in their lifestyles. And that’s what’s important to them. 

				Doing without or doing well

				So how do downshifters fare after they make the much-anticipated changes to their lives? Talk to downshifters you may know or chat with them on the Internet and you find some realistic viewpoints. The general advice is not to make a dramatic change to your life until you’re fully prepared and ready to do so.

				[image: RealLifeStory.eps] Denise, a friend of mine, who left her business analyst position to renovate a cottage with her partner and do contract work from home, told me, ‘I used to spend hundreds of dollars on the right corporate outfit, not including shoes, leather bags and designer sunglasses. I now love rummaging through opportunity shops and I spend far less on simpler, more casual clothes. I don’t ever want to wear a suit again.’ 

				The decision to downshift can have implications for friendships. As Mary discovered, ‘I found that I hardly had anything in common with my old work buddies, despite having been with them for 12 years. I didn’t want to work my butt off any longer to have a four-bedroom two-bathroom house and they did.’

				Stuart says, ‘Some of my friends were really supportive and others said pretty unhelpful things like “you must be crazy” and “you’ll regret it”. Looking back, I think they were feeling a little bit insulted that we didn’t want to live the same lives they were living. I certainly found out who my real friends were.’

				Clive Hamilton attributes some of the lack of support by friends and family to Deferred Happiness Syndrome and I agree. He defines this as the widespread tendency for people to stay in stressful jobs and home situations while telling themselves one day they’ll have an opportunity for happiness. Deferred Happiness Syndrome is not just for workers in their 50s who are concerned about retirement income. Any person who feels trapped and overworked yet stays with the job can be said to be a sufferer. 

									[image: REMEMBER.eps]
								Don’t forget the kids!

									When it comes to managing work/life balance, the lifestyles of children also have to be considered. How many times have you complained — or heard another parent complain — about how much time you spend in your car driving kids to their multiple activities outside school hours? Think about sporting practice, music lessons, swimming classes, drama school, gymnastics, team sports, such as soccer and netball, as well as the kid who wants to go to judo because her best friend is doing it.

									Several years ago, a work colleague of mine dissolved into tears because she was worried that her 10-year-old daughter wasn’t doing well in her academic studies. When I looked at young Annabelle’s program, why she wasn’t performing 100 per cent at school became very clear. She was exhausted. Mondays she had gymnastics, Tuesdays after-school care and then ballet, Wednesdays after-school care then karate class after dinner, Thursdays violin lessons and Saturday morning tennis coaching. Thank God for Friday!

									And aside from school activities and hobbies, many children lead very full social lives. They have their friends over to play, have sleepovers, go to birthday parties, meet for lunch and the movies, and so on. 

									Where and when do we give our children some quiet time? Quiet time — not as time out for punishment for a misdemeanour — but real space so a child can think, read, talk about interests, play, daydream and simply do whatever the child wants to do. What about giving a child an opportunity to simply ‘be’ with his or her family without having to rush off to the next activity?

									My own theory is this: Children need more sleep (up to 12 hours in 24 hours) than adults need. Children also need more moderate structured activities in order to rest, have fun and enjoy being at home with their families.

								

				Another aspect of downshifting is that it can take you down in social status. When success is measured by what kind of car you drive, the size of your house and what suburb it’s in, the clothes you wear, the holidays you take and the schools your children attend, then as a downshifter, you won’t make the grade. Downshifters don’t use these symbols of success as a yardstick to measure levels of satisfaction.

				[image: RealLifeStory.eps] Ali says, ‘I used to be so caught up in the “Where did you go to school?” question, and wanting a groovy car, an inner-city townhouse and funky threads. Then I saw that I was striving to impress other people. Now I’m happy to be considered a hands-on parent who helps out at the school and am back studying at uni. We don’t have much money to throw around but we’re getting by on less and place more value on what we can buy.’

				My friend Pip told me that her friends (including me) were amazed at how she and her family coped at home without a microwave. I confess to reacting in a similar way when a family of five at my daughter’s school decided not to own or use a car. Perhaps friends and colleagues are actually experiencing grudging admiration for those who choose not to work such long hours to pay off a house they rarely get to relax in.

				Smart-Shifting City Slickers

				While you may envy your friends’ recent decision to downshift and you observe their relaxed lifestyle and increased contentment, you can’t assume that everyone is able to find happiness this way. If you enjoy your job and you’re challenged by its specialised nature, how would you find working in a simpler job in a small country town? If you moved to the city fringes, would you survive the long commute each day? Would your partner be able to find a satisfying job there? Would your children cope with changing schools and losing friendships? Would you miss the home you’re leaving?

				Most downshifters don’t leave the city to set up a shack by the sea, selling shark-tooth necklaces, so I’m going to give the downshifters who change their lives without dramatically moving location a more positive label — smart shifters. To prove my point, Australian research shows the four top ways to downshift:

				[image: check.png] Change careers 

				[image: check.png] Change to a lower-paying job

				[image: check.png] Reduce working hours

				[image: check.png] Stop doing paid work

				[image: REMEMBER.eps] If you want to stay put in your job and location, you don’t necessarily have to stay stuck in the way you live your life. You can find plenty of ways to add more fulfilment and meaning to your life in less dramatic ways. For ways to change your work hours and gain more flexible working options, refer to Chapters 8 and 9. For tips on how to look after your health, organisation and wellbeing, refer to Chapter 4.

				Top tips for urban downshifters

				You’re most likely reading this section because you’re interested in finding out how to achieve more of a balance between your work and your personal life but don’t necessarily want to throw in your career or head to the hills. Reducing the all-too-readily-accepted culture of long working hours, large mortgages and the desire to buy more and consume even more can seem like insurmountable challenges. However, many ways exist to counteract these pressures. All it takes is for you to make some small changes in your life. 

				Stop working long hours

				Falling into the long working hours trap is easy. You may start working a little longer each day to show your boss that you deserve a promotion, or you may work longer to finish a time-consuming project on time. The problem is that your working longer hours can turn into an expectation. 

				A legal friend once said to me, ‘I keep trying to tell myself that my high salary factors in those 20 or so hours of overtime that I’m expected to work. But if I start calculating my hourly rate, the argument doesn’t look too convincing.’ That’s the solution: Work out how many hours you work, divide your salary by the hours and then see how much your real hourly rate is. Do you really want to work for that reduced amount? Now calculate how much money you really need to earn in order to be happy, rather than wealthy and compare the figures to decide your priorities. 

				The next step is to examine your work values. Is your work of as high quality when you work long hours as when you work shorter hours and are more refreshed? Could you do with some help to organise your time and office layout better so you save some of those extra hours? (If so, refer to Chapter 6 for tips to become as time efficient as possible.)

				[image: REMEMBER.eps] Medical studies show that continuing to work excessive hours is not possible without your productivity being adversely affected. People who work regular hours, and have enough time to rest and recuperate, are more productive, more alert and are able to produce workable solutions to challenging problems. Talk to your employer about working the hours you’re paid for, or negotiate an early finish on Fridays or an extra day off as time in lieu, or discuss the option of working part time if that suits you. 

				Remember too that you don’t have to leave your busy job to get more balance. Plenty of dedicated and enthusiastic professionals, business owners and work-from-home folk put in long days because they love what they do and they care about how their work makes a difference to others. 

				Stepping out

				Downshifters value additional time in their lives to rest, or just sit still and ‘be’. You can gain this sense of calm in a variety of ways:

				[image: check.png] Meditating: Try going to a meditation class or buy a CD and meditate on your own. The ultimate aim is to be able to push aside the thoughts and ideas that are annoying you and, if only for a few minutes, relax your muscles, focus on your breathing and ‘sense’ rather than think. You can sleep better and value the down time spent meditating as important relaxation and refreshment time.

				[image: check.png] Sitting outside in your garden: Notice what plants are growing, what needs tending, listen to the birds singing, watch the dog sleeping or the cat sunning itself, see what colour the sky is. These restful activities seem corny — until you try them. I now have my morning cuppa outside, regardless of the weather. It has certainly made me more aware of the seasons and I now appreciate how many birds are in the neighbourhood.

				[image: check.png] Walking: Go for a walk in the mornings before work, or walk at lunch time or just before dinner. If you have a dog, you have the best excuse to walk for at least half an hour every day. Not only do you get fresh air and exercise, you’re also making another creature happy. My dog Milly has met nearly every other dog in our suburb now.

				[image: check.png] Willing yourself to try new experiences: Any number of activities are available for you to try, some as close as the garden. Try seed collecting to start a vegie garden, tree growing for green groups, delivering pamphlets for a good cause, reading in the garden, writing in the garden, swimming, jogging, bike riding or coaching a junior team in your favourite sport.

				Slimming down social stressors 

				Every Christmas, I used to sit at the table after a long day at work and laboriously write up to 100 Christmas cards to every single person in my address book. It didn’t matter that I hadn’t seen some of them for years or had never visited their homes or bothered to look them up, they’d still get a hastily written sentence in a mass-produced poorly designed Christmas card so that I could assure myself that I was a popular person. 

				My friend Ian said to me, ‘Spring clean your friends’. That sounds very harsh, doesn’t it? In fact he was telling me that it was okay to honestly appraise which friendships I wanted to continue. This means measuring the worth of a friendship in terms of support, fun, advice and people whose company you truly enjoy. Another positive attribute of good friendships is that every single person you genuinely consider a friend has at least one quality that you respect, envy and appreciate. Those qualities alone can be sources of inspiration for your own life.

				[image: TIP.eps] When your address book has people in it that drain your energy and let you down, get rid of those people. The simplest way to do this is buy yourself a brand new address book and only write the names of your real friends in it. Omit anyone else. Some downshifters find their friendships affected after they make changes in their work and personal lives. Whatever the outcome, whoever is left in your little black book should be the people you really do care about.

				Remind yourself that saying ‘No’ is okay. Many people were raised to help, be polite and to say ‘Yes’ to every job or favour asked of them. Some of these people become ‘Yes’ people and feel increasingly resentful and exhausted trying to please everyone. Try saying ‘No, thanks’ sometimes. Explain that you don’t have time, are over-committed or simply don’t want to do that at the moment.

				[image: RealLifeStory.eps] My friends Ellie and James say ‘No’ to any invitation during the week. ‘With three primary school-aged children, getting done what we have to do is enough. Neither of us wants to do anything after dinner. Instead, we have fairly busy weekends with sport, birthday parties, social events, fundraising and working-bee commitments and so weeknights are our only times to sit together, have a glass of wine and relax when the kids are in bed.’

				Joining in the community

				Many people downshift in order to live with and be part of a closer-knit community. You don’t need to sell your home and shift locations in order to do this because you already live in a community. Chances are you’re too busy to notice and be part of your community. Allow your eyes to seek and find the many noticeboards in shops, libraries and cafes. Read your freebie local newspaper for information on events happening in your area rather than automatically throwing it into the recycling bin. At last count, my local community had 25 different community groups inviting new members. Sporting clubs are always trying to recruit new members, if only for social games, such as weeknight tennis matches. Book clubs are an increasingly popular outlet for people who work full time and enjoy expanding their intellectual and social horizons over a good cup of coffee in good company.

				For more information on how to become involved in your community or how to find volunteer work in your local area, refer to Chapter 10. 

				Discovering downshifting for yourself

				One of the goals of downshifting is to simplify your life so that you have time to stop and think about activities you may like to do. Some of these activities may include good works for others, some may be just to enhance your life. Here are some simple tips to help:

				[image: check.png] Beat the litter bugs. Every time you go for a rejuvenating walk, take an old plastic bag with you and pick up the litter that comes across your path. Your local school, property, park or oval looks much better with a little bit of extra effort.

				[image: check.png] Book a day off for fun, not chores. Take time off work and spend it with your partner. Have a picnic, go for a walk, see a movie or just sit and talk together (about anything except work). Or spend the day with yourself. Take a good book or magazine and read it leisurely, have a nap; take a long walk on the beach or visit someone in an aged-care facility.

				[image: check.png] Buy charity, not commercialism. Visit worthy Web sites, such as Oxfam and World Vision to donate what you normally spend on those ‘people who have everything’. Let your money become productive by helping poverty-stricken communities that need basics such as shelter, crop seeds, anti-malaria tablets, livestock and rice to help them thrive and prosper.

				[image: check.png] Buy in bulk to share. My friend, Pip, belongs to a fresh produce and grocery cooperative in the farming community where she lives. She and her neighbours order and buy in bulk and then divide the goods into the amounts needed for each household. You can do this in the city as well. 

				[image: check.png] Clear out your clutter. Donate your unwanted clothes, crockery, toys or books to a local charity shop or refuge. 

				[image: check.png] Compost your kitchen waste. Instead of flinging your waste into the rubbish bin and contributing to more landfill, take it outside and make a compost pile. My mother calls compost ‘black gold’ for gardens.

				[image: check.png] Draw a line through your shopping list. What three items can you do without this week? The new computer game, the item of fashion-victim clothing you won’t wear or the fat-laden takeaway meal? By getting rid of some inessential items, you’re not only saving money but also eliminating unnecessary consumption and waste. 

				[image: check.png] Get into recycling. Most councils have bins specifically for the purpose of recycling. If they don’t, then set up your own bins. You can find recycling depots where you can drop off your papers, cardboard, bottles and plastics.

				[image: check.png] Go green — save water. Look into getting a rainwater tank and filter. Don’t buy bottled water. Use the same, clean bottle, filled from your kitchen tap. And read Sustainable Living For Dummies by Michael Grosvenor, the new guide to living a more sustainable and satisfying lifestyle.

				[image: check.png] Look out for locals. Use dependable work-at-home business suppliers and local businesses for the services you need. 

				[image: check.png] Manage some ‘me’ time. Sign up for a hobby, class or course, such as painting, international cooking, leadlighting, wood carving, wine appreciation, sailing — whatever excites and refreshes you.

				[image: check.png] Plant vegetables, fruit and herbs. Even when you don’t have a huge garden, or when you have a completely black thumb like me, planting a lemon tree in your backyard or a collection of herbs in pots works. 

				[image: check.png] Besides, you can now use your ‘black gold’ to increase the chances of your plants thriving.

				[image: check.png] Save time by combining commuting with your exercise regime.  Try riding your bike to work on side roads or power walk your way to work. Leave your car at home and take public transport. Get off two stops earlier and walk the rest of the way. And try taking the stairs instead of the lift for even more fat-burning bonuses.

				[image: check.png] Sponsor a child. Several well-respected organisations in Australia use money payments from sponsors and direct the money to a child’s community so that everyone benefits. Most also give you the chance to write to your sponsored child and be informed of his or her progress.

				[image: check.png] Turning off the telly. Rest, read, play a board game or just sit and talk with your family.

				[image: check.png] Visit the Australian Web site of We Are What We Do  (www.wearewhatwedo.com.au). For 50 steps on how to change the world, this Web site is the place to be.

				[image: check.png] Volunteer for opportunities in your area. Visit the national Web site (www.govolunteer.com.au) to find out what is needed in your area. Just as little as an hour of your time a week can do the trick.

					[image: RealLifeStory.eps]
								From lecturer to adventurer

									Taking control of your life means deciding what you do and when and how you do it, and not having your decisions made for you by the people you work with, your family, your friends or anyone else who wants to be involved in the life that belongs to you. 

									Australian mountaineer Duncan Chessell is a great example of a man who controls what he does with his life. Duncan has successfully climbed Mount Everest as well as reaching the tops of the tallest peaks in every continent on earth. Moreover, he is the first person to have completed a sea-to-summit climb of Mount Vinson, the highest peak in Antarctica.

									Notwithstanding Duncan’s incredible achieve­ments, they would not have been possible without the support and skills of his wife, Jo Arnold, who’s joined Duncan on incredible journeys, included tramping New Zealand, visiting Mount Kilimanjaro, climbing in the Himalayas, walking the Kokoda Track, rock climbing in Australia and the United States, and expeditions to South America.

									After graduating as a geologist, Duncan worked in the summers as a mountain-climbing guide in New Zealand to fund his first trip to Mount Everest. Meanwhile Jo earned her PhD and became a geology lecturer at the University of Queensland. Jo’s salary paid the rent, food and living expenses so that Duncan could prepare to fulfil his goal to climb Mount Everest. 

									In 2001, Duncan conquered Everest for the first time, and soon afterwards the lure of family, work opportunities and sponsorship responsibilities led Duncan and Jo to Adelaide. Jo worked for the Department of Industry, Tourism and Resources and helped Duncan launch his mountaineering and expedition company, Duncan Chessell Expeditions (DCXP). When he was away, Jo ran the company, managing the Web site, answering queries, developing promotional materials and tour guides, liaising with the media about Duncan’s progress and sorting administration in the evenings. The double-job juggle became too much and Jo resigned her government position to work full time on their business. In November 2006, she added another job to her CV — mother. For four out of the first eight months of baby Zara’s life, Jo was on her own while Duncan conquered Everest a third time and his sea-to-summit feat in Antarctica helped raise valuable funds for the charity, Centacare (a community service agency that provides disability services, supported housing, AIDS education and counselling). ‘Trips like that have to be planned a couple of years in advance, so Zara wasn’t even thought of when Duncan committed to these.’

									So how does Jo cope with work/life balance? ‘I’ve just started going to a yoga class first thing in the mornings. Duncan looks after Zara so that a friend and I can meet up for the class and then have breakfast together afterwards. I can’t believe how refreshed I feel all day.’

								

				Downshifting at work

				Having a full-time job doesn’t mean that your current job, colleagues and place of work can’t also be part of your downshifting efforts. I’m not talking about everyone working four-hour days and having an hour-long company-funded massage every lunch time.

				Here are some simple steps you can take to make your workplace more relaxed and more productive so people enjoy spending time at work and take pride in their environment:

				[image: check.png] Adopt a double-sided photocopying and printing policy and use the back side of used paper for the fax machine.

				[image: check.png] Arrange regular team lunch days fortnightly or weekly by booking the time in everyone’s diaries. You don’t need to go to a restaurant; just sit in the park with your sandwiches or bring a plate to share.

				[image: check.png] Ask your local masseuse to come to the office to provide 15-minute, half-hour or hour chair massages at your workplace during lunch times.

				[image: check.png] Avoid printing out anything when you can save the data to a disc,  email it to other staff members or read it online.

				[image: check.png] Develop eco policies and find out whether your workplace has  water-saving taps, eco-friendly heating and cooling systems and recycling policies (in practice as well as in theory). 

				[image: check.png] Encourage your maintenance and property people to donate unwanted office equipment and furniture to local schools and charities. 

				[image: check.png] Have a fruit basket that everyone helps fill at the start of the week. Set up ten-minute daily morning tea and fruit sessions to encourage breaks and healthy eating — just like your kindergarten days.

				[image: check.png] Organise for local meditation and yoga instructors to run lunch-time lessons in your workplace.

				[image: check.png] Set up a gym room in a disused office or meeting area with exercise bikes, treadmills, weights (with health and safety guidance) or start a power-walking club at lunch times.

									[image: WorldWideWeb.eps]
								Smart-living Web sites to inspire you

									Now you’re making the move to a more discerning lifestyle, you may enjoy these handy Web sites that help you downshift from your old life to the new. Instead of circling endlessly on the crazy merry-go-round of work and home commitments, you’re going to have time to sit back and consider some new ideas. 

										Aussies Living Simply (www. aussieslivingsimply.com.au): An active and wide-ranging discussion site with articles on gardening, backyard livestock, bread making, organic foods, seed germinating and plant exchanges.

										Australian Certified Organic (www. australianorganic.com.au): Details on how organic produce is certified, lists companies that are certified organic and has a search facility for a wide variety of organic products.

										Australian Ethical Investments (www. austethical.com.au): General infor­mation on companies with environmentally and socially responsible investments, including four investment trusts and a super­annuation fund.

										Deliberate Life (www.deliberate life.com): Provides information for the more serious, back-to-nature, frugal-living environmentalist and has tips on making everything from brooms to toilet paper; insect repellent to clothes.

										Downshifting Week (www.down shiftingweek.com): General inform­ation for National Downshifting Week. Although UK based, the Web site offers interesting links to other sites with useful information and success stories.

										Eco Directory (www.ecodirectory.com.au): An extensive directory of sustainable living services, such as gifts, fair trade, agriculture, organics, tourism, bush-walking locations, homes and recycling.

										Eco Tourism Australia (www. ecotourism.com.au): An accreditation program and search directory for environ­mentally friendly holidays by location, accommodation type, tours and attractions. This is a non-profit organisation.

										Freecycle (www.freecycle.org/groups/Australia/): Unwanted furniture, electronics, clothes — anything, really — to people in your local community. A worldwide gifting movement, Freecycle is a free community exchange program to reduce waste and save resources.

										In Praise of Slow (www.inpraise ofslow.com): Support site for the famous book of the same name by Carl Honoré, who knew that he needed to slow down when he was considering buying ‘one-minute’ fairy-tales to read to his son! He has plenty of good ideas for slowing down outside of work: ‘Being slow means doing everything as well as possible rather than as fast as possible.’

										Self Sufficientish (www.self sufficientish.com): Creative ideas for urban dwellers who want to get results from their back gardens, window boxes and recyclables. This site has hundreds of tips for self  sufficiency, including gardening help, solar-energy saving and recipes — you can even find 66 uses for a bread bag.

								

				

				Questioning for clarity

				The idea of downshifting may interest you for a whole variety of reasons — reducing your work load, reducing stress, giving you more family time, giving you more partner time, improving your health, helping with elderly care, enjoying hobbies, and so on. You may also be questioning more and more where your place in the world is and why you’re working so hard at a job you don’t enjoy. Or you may be nearing retirement age and want to start building a new lifestyle outside of working. Understanding about your reasons to slow down and simplify your lifestyle by downshifting is very important.

				Downshifting takes a lot of planning and courage to change the way you work, live and contribute to society. Ask yourself these questions as you think through the possibilities of downshifting:

				[image: check.png] Do you have a support network of people interested in downshifting or ways of establishing such friendships?

				[image: check.png] Do you want to try a new job or career, or do you want to escape from a job you no longer enjoy? 

				[image: check.png] How have you planned for your financial future, including superannuation?

				[image: check.png] Is now the right time to downshift?

				[image: check.png] What are the key values that you want to live by? 

				[image: check.png] What do you want more of in your life? 

				[image: check.png] What do you want to show your partner and your children?

				[image: check.png] What is your current financial situation?

				[image: check.png] What parts of your life would you want to let go? 

				[image: check.png] What possessions do you want to keep in your life?

				[image: check.png] Why do you want to downshift?

				If you’re thinking about downshifting because you’re dissatisfied with your job and home life, make sure that you’re not just thinking about it as a way to escape a difficult situation. If conflicts occur at your work, or if problems arise in your relationships, you need to discuss and work through them. (Refer to Chapter 10 for adding the life to your work/life balance, and Chapter 5 for information on making the most of your relationships.)

				If downshifting is for you, you can think about these vital steps before you go any further toward making changes in your life:

				[image: check.png]	Family: Your partner and children must be consulted from the very first stages of your moves towards downshifting. Are they as excited as you are about changing your lifestyle? Are they willing to live on less income? What ideas and advice do they have to contribute? What concerns do they have? What access are you and your family going to have to schools, hobbies, sport and health services if you relocate? 

				[image: check.png] Goods and chattels: Does downshifting to you mean getting rid of clutter and items you no longer want or use? Does it mean moving to a smaller house? What items are you going to keep, give away to charity or sell?

				[image: check.png] Plan: After you and your household decide on what changes you want to make to downshift, write out a realistic plan and time frame. You may find that you’re still living your old life (stressful job, city lifestyle, no external interests, and so on) while planning for your new one. Doing everything you need to do may take a few months when buying and selling property is involved, so find hands-on training and advice about moving house, starting a business, studying or travel. Be easy on yourself and how much you’re able to achieve during a busy time of change. And be aware that change can bring uncertainty for everyone involved.

				[image: check.png] Research: Have you found out what finances you need to commence your job shift/return to study/small business or set up reduction to part-time hours? Have you spoken to people who have already downshifted in areas of their lives to find out what worked for them and what didn’t? Are you aware of what compromises may have to take place — potential for reduced income, lack of colleagues for support, reduced status or having to start networking and finding friendships all over again?

				[image: check.png] Test runs: Try dipping your toe in the water before diving straight in. See if you can arrange some work experience to see if changing careers is right for you. Seek proper financial advice about living on a smaller budget and how to save and prepare for changes that you may not anticipate. Consider taking a sabbatical to try your hand at your new lifestyle but you commit to the change. Think about visiting the homes of friends who keep chickens, grow vegies are involved in local community groups to get a taste for what you really like and what you’re gladly going to pass on.

				[image: check.png] Work: Will your partner have opportunities to work or participate in the same field and will your partner find fulfilment from a new job? Or, are you expecting your partner to carry a greater load of the financial and familial support? 

			

		

	
		
			
				Chapter 15

				Planning Your Moves

				In This Chapter

				[image: missing image file]	Why hard-working Aussies are leaving the cities

				[image: missing image file]	Achieving your seachange goals

				Life in cities is becoming more stressful, expensive and dangerous. Increased property values and the risk of rising interest rates mean that the Great Australian Dream of owning a house on a quarter-acre block is becoming less and less achievable if you also want your work, schools, shops, recreation and health facilities of your choice close by. 

				Seachangers and treechangers are people who are choosing to leave the traffic, long working hours, crime, pollution and the lack of family time and community behind and instead gain more control in the way they live. Moving to coastal and rural locations helps seachangers establish a better work/life balance and enables them more say in the way they live — where they live, how much they spend on living, breathing fresh air and enjoying the countryside, more time with family and fun activities and a simpler, slower lifestyle.

				The Swing to Seachange

				Seachange means the migration of individuals, couples and families out of the cities and suburbs to rural coastal areas for a better life. Treechange means moving inland for the same reasons. For the purposes of this chapter, seachange, which is the better-known term represents both definitions.

				[image: Statistic.ai] In 2006, around 150,000 Australians moved from cities to the coast or to other country areas. According to the National Sea Change Taskforce, the rate of growth in rural coastal areas is 60 per cent higher than the national average with more than 5 million people already living in coastal areas outside the mainland capitals. A further 1 million are expected to make this migration by 2020.

									[image: RealLifeStory.eps]
								Moving so you can own your own home

									At 39, James was working long hours for an international engineering firm in Sydney when he realised that he couldn’t afford to buy a house in the suburb where he was renting a home for his family. ‘I didn’t want to spend my life renting so we moved to a coastal community where I found work with an agricultural firm.’ Unlike downshifters in their 40s and 50s, James and his young family belong to a group of seachangers who are migrating from the cities for more affordable housing.

								

				The urge to seachange (no, I’m not making up verbs — this verb is now in popular usage in Australia) is not a trend for only well-funded retirees and baby-boomers with spare cash to buy a holiday or second home. White- and blue-collar workers in their 30s and 40s are also relocating, looking for different lifestyles. According to the Sydney University’s Planning Research Centre report, ‘Meeting the Sea Change Challenge’, 79 per cent of new residents in rural coastal areas are less than 50 years old. 

				Researchers and demographers report several different types of seachangers in Australia. Which group do you think you belong to?

				[image: check.png] Hobbyists: This group makes the seachange in order to more fully pursue their hobbies and interests — sometimes as a means of earning a living and sometimes for pleasure alone. The proliferation of surf shops, fishing stores and art galleries in lovingly restored seaside strips attests to this group’s presence. Others in this group include eco refugees, people who can afford to set up their own sustainable farm or home to avoid the worst of climate-change impacts. They aim to lessen their carbon-dioxide footprints and lower their consumption of material possessions.

				[image: check.png] Lifestylers: These people tend to be aged 30 and higher. Despite Australia’s enormous land mass, more than 80 per cent of Australians live on or within 50 kilometres of the coastline. Access to the ocean is obviously a huge drawcard for seachangers. However, lifestylers also require amenities. These consist of good schools, sports and recreational opportunities, cafes, organic produce and local produce and markets, as well as salaried employment and small business opportunities. Lifestylers want to be part of a smaller community and feel safer and healthier than they do in the city.

				[image: check.png] Real estate refugees: Property affordability attracts this group to seachange locations, as does the improvement in work/life balance opportunities. They seek work in regional centres for selected periods of time to reduce their living costs and save more money. This group incorporates all age ranges, including young graduates who take work in very remote locations due to attractive salary-packaging options on offer. Some of these refugees do return to the city after enjoying the advantages of a cheaper lifestyle and easier entry into home ownership. 

				[image: check.png] Retirees: This grey-haired group is now starting to include some of the older baby-boomers, born after World War II, who have recently started seachanging their way into retirement. Baby-boomers don’t all want to stop working completely, but may be considering some part-time work or home-based work opportunities while also enjoying a more relaxed lifestyle.

				[image: check.png] Travellers: Australian backpackers and backpackers visiting Australia from other countries can be considered a seachange group. Backpackers take working holidays to experience life in coastal and rural Australia. Looking for casual work along the way helps pay for their travel, accommodation and living costs. Grey nomads may be several decades older, but they too travel on the lookout for adventures. Although the grey nomads may not necessarily be looking for much (if any) paid work, they enjoy exploring non-urban Australia and strongly contribute to local economies.

									[image: TechnicalStuffnew.eps]
								Setting up the National Sea Change Taskforce

									In response to the increased numbers of new residents and tourists to their areas, coastal councils from around Australia formed the National Sea Change Taskforce to ensure they can provide the ecological and civic infrastructure to cope with the increased migration. As an example of the pressure placed on small towns, the taskforce found that the small South Australian coastal town of Victor Harbor has a permanent population of 12,000 that increases more than threefold to 40,000 in the peak holiday season.

									The taskforce aims to educate seachangers and potential seachangers — as well as government and policy makers — about the positive and negative effects of a rapid population increase on local communities. Sometimes, the very conditions that sea changers want to escape — spiralling property prices, traffic, noise and pollution — are the very conditions that affect a small community when large numbers of seachangers move in without proper infrastructure in place to support them.

									The taskforce considers that seachange destinations need to prepare, fund and develop appropriate modes of transport, water availability and sustainability, waste treatment and sewerage facilities, health services and hospitals, community facilities, education and training facilities, emergency services, IT support, high-quality tourism opportunities and long-term coastal management strategies. Visit the taskforce’s Web site at www.seachangetaskforce.org.au for more information on the issues that face seachangers and their new communities. You may find issues the taskforce raises may affect your decision to locate to a ‘romantic’ seachange location. Simplifying your lifestyle still means that you need the right amount of services and amenities to achieve your ideal work/life balance. 

								

				Searching for Seachange Heaven

				No prizes for guessing that one of the biggest challenges involved in deciding to find a better work/life balance by seachanging is deciding where to live. Seachangers, who have the benefit of hindsight, recommend that you sit down with your partner and children and make a list of the most important goals that you each believe will give you a better lifestyle. 

				Don’t set your heart on just the one place, or the spot you visited during a relaxing stay several years ago. Do your homework. Your dream location may not have the employment and services you need as a permanent resident. Remember too that when you’re moving to a simpler lifestyle, the town may not be quite so simple or quiet when the holiday season means triple the population. Be prepared to compromise — even in sleepy communities the property values for prized ocean or forest views are expensive. You can move to a house outside the town where you can experience all the benefits of quiet country living and afford your mortgage, and at the same time avoid the worst of the holiday makers. Think about the weather — are you going to be comfortable in winter if you have snow or frosts, and are the summers too hot or too wet for your liking? 

				Take your list of locations and check out the real estate prices for a feel of what’s currently on offer and at what prices. Check out too the rental options so that you don’t feel rushed to buy a property before you try the location.

				Holidaying for homework reasons

				You took your car out for a test run before you bought it, so why shouldn’t you do the same for your seachange destination? You may have short-listed some places after enjoying a holiday there, or you may have found some ideal spots after clicking around on the Internet. Either way, you need to spend time in those locations with the possibility of living there entrenched in your mind. That’s not the worst research job you’ve ever been given as homework, is it?

				Make sure that you visit your seachange choice(s) in the off seasons. You may be surprised at how different a cute little beach town can be during the darkest days of winter with closed cafes, empty shacks and freezing winds. Although seasons can be variable, knowing whether the climate, services and facilities suit you for at least two-thirds of the year is very important.

				Knowing your needs

				While you’re doing your homework on location, get out and about to check out the shops, services, recreational facilities and house prices. Chances are that the lifestyle and services are very different from your current environment (otherwise why would you be moving?). Think about which city comforts you can live without, what facilities you need to make you comfortable and how you can adapt to other differences in lifestyle. Questions you may want to ask yourself about your new location can range from ‘Can you order a pizza for delivery at midnight?’ or ‘Where do locals buy their clothes?’ to more important issues that can affect your work/life balance. Try these:

				[image: check.png] Are enough people living in the town who are of the same age group as you and who, like you, have children (or don’t have children)? 

				[image: check.png] Are you a gourmet-food lover? Does your town have enough produce and deli-style groceries to make life tasty enough for you?

				[image: check.png] Are you and your family sports people? If yes, what sports do you like to play and does the community provide them? Alternatively, what sports would you like to start playing?

				[image: check.png] Are you comfortable with the educational options available to your children?

				[image: check.png] Are you prepared to get out and make friends?

				[image: check.png] Can you cope with shopping only on weekdays (not only to avoid tourist crowds but due to restricted hours) and having limited availability to extended shopping hours or a wide range of foods?

				[image: check.png] Can you get your hands dirty doing jobs yourself around the house and in the garden?

				[image: check.png] Do you rely on home-delivered fast foods? If the only takeaway option in the country is a service station that closes at 6 pm, will that be a problem for you and your family?

				[image: check.png] How far are you willing to live outside the town to commute for school and work?

				[image: check.png] How important is seeing the latest movies, trying the trendiest restaurants and attending plays and concerts in the city? Will you be able to commute to the city regularly enough to get your fill of affordable arts, culture and accommodation?

				[image: check.png] How important is shopping at boutiques and malls? Can you cope with only shopping in the city a couple of times a year or buying from the Internet? 

				Making your finances foolproof

				The experiences of other seachangers, ‘how to’ articles and businesses that thrive on flexibility (such as home-based businesses) tell you that making the move from the city to the sea can save you money. The biggest expense in your present budget — accommodation — is where you can make the biggest savings. Many stories exist about families selling up their Sydney homes and being able to buy bigger and better in the country for half the price. 

				[image: Warningbomb.eps] Be careful of real estate rip-offs. Some property sales outside of the cities are being labelled ‘heaven real estate’ because seachangers who are used to city prices think a country house price is a bargain when, in fact, it’s expensive in terms of the local market prices. Bear in mind too that — heaven forbid — if you end up returning to the city, you’re going to be selling a property of less value than what you can buy back in the city. You may have to borrow much more to re-establish yourself.

				If you’re still determined to go for a seachange, the money and income issue is your biggest (and perhaps most complicated) hurdle to overcome. Many hidden expenses are involved in moving location, such as stamp duty, council rates, moving costs, house repairs (to the one you’re selling and the one you’re buying), travel costs (when you need to regularly travel back to the city) and any future educational costs should your children return to the city for secondary school or university. 

				[image: REMEMBER.eps] Make sure that you appoint an experienced financial adviser to help you plan for your move. The first question a smart adviser asks is: ‘What are you going to live on when you arrive in the new location but haven’t yet found work or bought a business?’

				A professionally prepared financial plan ensures you know how much income you need to live comfortably, what kind of house and property you can afford to buy or pay off and what luxuries you may have to live without. If, on the other hand, you’re heading towards retirement and don’t plan to seek paid employment, you’re going to need financial advice to make the most of your superannuation and savings. 

				Key finance Web sites you can investigate include

				[image: check.png] Australian Securities and Investments Commission (www.fido. asic.gov.au): Offers good financial tips, how to find a reputable adviser, safety checks and a list of banned people.

				[image: check.png] Australian Shareholders Association (www.asa.asn.au): Protects the interests of investors. The not-for-profit association regularly runs educational investment seminars and has a huge list of related investment Web sites.

				[image: check.png] Australian Competition and Consumer Commission (www.accc.gov.au): this is an independent statutory authority that has the power to investigate consumer rights and provides a lot of useful information on misleading conduct, pricing policies, pyramid selling schemes and professional services and standards.

				[image: check.png] Financial Planning Association (www.fpa.asn.au): Offers a search service to find the right financial planner for you, as well as publications and details on financial accreditation programs.

				[image: check.png] Investment and Financial Services Australia (IFSA) (www.ifsa.com.au): Represents retail and wholesale funds management, superannuation and life insurance industries. A not-for-profit organisation, IFSA provides information on industry standards and reports on related surveys and statistics.

				[image: check.png] National Information Centre on Retirement Investments  (www.nicri.org.au): Provides an independent source of information on financial and investment services with fact sheets and publications.

				[image: TIP.eps] For all the information you need to know about superannuation, read Superannuation: Choosing a Fund For Dummies by Trish Power.

				Salaried seachangers

				A very important step in making a seachange sustainable for you and your family is to decide what work or business you can do before you move. You need to research what locations can provide you with the income you need: moving to a gorgeous little village on a cliff top is pointless when the entire township flees back to the city during the week.

				Write down a list of your work history and include specific job skills, life skills and experiences and see how they compare to the types of jobs available in the location where you’re planning to spend the next part of your life. Carefully consider whether you want to work for someone else and receive a regular salary, or whether you want to buy and run your own business. For information on how to look for employment, refer to Chapter 11.

				If employment is your choice but you have highly specialised skills that aren’t likely to be needed in a small town, you may want to consider telecommuting — working from home (refer to Chapter 13 for more information on dealing with clients from a distance). Alternatively, if you’re willing to compromise a little, you may find work using your specific skills in a large regional centre but live further out in a smaller community. The drive may be a bit longer to work but traffic in the country is not like traffic in the city. A 30-kilometre drive on a country road can mean 20 minutes commuting time without traffic lights and parking hassles at the end. 

				If you’re interested in finding work and aren’t concerned about sticking rigidly to your area of expertise (refer to Chapter 14 for more on downshifting), keep your eyes open for employment opportunities by

				[image: check.png] Grabbing the Yellow Pages and checking local businesses in the area. Do they provide all the services that the location needs? Do they need additional help, such as specialised IT services, copywriting, sales, and so on? 

				[image: check.png] Reading the local papers to check availabilities in the job market. Local businesses often prefer to advertise locally rather than post ads on Web sites or advertise in city newspapers. Linda found her job by subscribing to the local paper of the area where she wanted to live and reading it every week, even though she was still in Melbourne. ‘It didn’t take long for an office manager position to come up and it was only advertised in the local paper, not anywhere else. I got the job.’

				[image: check.png] Using your networks helps because if you have someone who knows someone in the area, you can get them to be a referee for you. As well, start your new network by writing an introductory letter to a leading employer or company you’re interested in and introduce yourself and your skills. (Refer to Chapter 11 for tips on cover letters.)

				[image: check.png] Visiting the local council for more links. Councils often have economic development officers who can highlight the leading industries and businesses and their employment needs in the area. And ask for details of the local Chamber of Commerce to help you sniff out any other developments.

				[image: check.png] Walking around the town and introducing yourself in shops, and so on. Country people love this informality. Also, visit the local Centrelink and employment agency to see what jobs are offering.

				Being your own boss

				If you think running your own business is what you’d like, make sure you research the economic environment of the location. Many attractive locations rely on the tourism industry and, as such, a tannery and welding works on the foreshore might not be the most sensible option. If you consider a business that’s tourism oriented or provides services to those businesses that cater exclusively to tourists, you may be more successful.

				[image: Warningbomb.eps] The tourism trade can be seasonal, or frantic on the weekends and dead during the week. If you’re considering opening a business, consider whether you’re the friendly type who wants to be at everyone’s beck and call running a cafe or a bed and breakfast. Or are you more comfortable behind the scenes working the financials? Before you do anything, make sure you do your homework. Running a small business can be risky. Seek expert advice before jumping in.

				[image: Warningbomb.eps] Here are some issues for you to consider thoroughly before making the big leap into small business:

				[image: check.png] Always factor in extra costs such as transport. The goods and services you plan to provide may take longer to be delivered and cost more with the lengthier postal or travel times. Services such as IT help-desk support may be hard to get or non-existent, so the extra times or delays of sending equipment away also need to be factored in. You may want to consider doing some extra training in maintenance so that you aren’t negatively affected by breakdowns and delays in getting equipment repaired.

				[image: check.png] Always remind yourself of the reasons for your seachange. If you want to escape the long hours and stress of your city job, then running a small business may not be for you. Many small business owners work extremely hard to get their customer base, income and ongoing trade established. 

				[image: check.png] Be clear on your stock needs. What can you access locally? What’s selling the most? What are the region’s specialties? A friend worked during the summer in a cafe by the sea that shipped in kilogram after kilogram of grain-fed beef steaks at heavy cost. The patrons wanted fresh seafood by the sea — not red meat.

				[image: check.png] Consider what income you can realistically earn when the trade is largely weekday or weekend related. Is the income sufficient to cover your lifestyle needs? Consider also the hours you want to work. Do you want to be working on the weekends when your kids want to spend time with you?

				[image: check.png] Establish a support system. Can your partner find paid work to keep the home running while you’re establishing the business? Alternatively, are you working the business together to save employee costs? Do you have a back-up plan to sell and seek paid work if the business isn’t successful?

				[image: check.png] Talk to locals who run their own businesses for hints and tips. Don’t risk alienation by starting a competing business. Explain that you believe an opening for a different business type exists. Find out how other business owners started, how they built their businesses and what factors they suggest you consider. 

				Feathering your nest

				Not all coastal and rural houses are cheap. You aren’t the only person thinking about seachanging, and whatever may appeal to you about a particular location is going to appeal to a lot of other city escapees as well. That’s not intended to sound harsh or to denigrate your plans. Instead, this advice is to encourage you to do your sums and look very carefully at what your budget is for buying a house and/or land. Although some real estate bargains exist in your seachange selection, you’re going to find some very expensive pieces of real estate there as well. However, if you’re prepared to live near Millionaire’s Row rather than in it, you may find that you have a sum of money left over after selling your home in the city and buying in a seachange area. 

				What size and type of home do you really need? Answer these questions:

				[image: check.png] Are you after a larger house with more bedrooms and mod cons than you can afford in the city?

				[image: check.png] Are you interested in finding a renovator’s delight as a project to challenge you outside of working hours? 

				[image: check.png] Are you prepared to drive everywhere (public transport is very limited in most regional centres)?

				[image: check.png] Do you want a house in a quiet street, on the outskirts of town or surrounded by your own bushland? 

				[image: check.png] Do you want to be within dog-walking distance of the main services? 

				[image: check.png] Do you want to establish a pantry garden, fruit trees or have egg-laying chickens, as well as other pets? 

				[image: check.png] Does the idea of a large house sit uncomfortably with you because you want to lessen maintenance and you want to consume less fossil fuel?

				As with all major decisions, make a list of the things you want in your new home and why you want them. Are you interested in simplifying your life — owning less but feeling richer in experiences and work/life balance? Do you want to be able to afford a better house and lifestyle, and be willing to work hard at your own business or savings plan to achieve them? 

				[image: WorldWideWeb.eps] When you’re at the stage where you want to do your homework from your laptop in the evenings, try the following Web sites:

				[image: check.png] Cracker (www.cracker.com.au): A free Web site community that advertises a range of products, services and industries, as well as hosting discussion forums. Their real estate section includes properties for sale, rent, share accommodation and businesses to purchase.

				[image: check.png] Domain (www.domain.com.au): Another large Web site that forms part of the Fairfax media group, including The Age, the Sydney Morning Herald and the Australian Financial Review newspapers. It has a detailed property search facility for houses and land from around Australia.

				[image: check.png] Property Look (www.propertylook.com.au): This site specialises in commercial real estate listings for Australia and New Zealand. The site offers a property search facility, Sydney auction results and other commercial real estate-related reports and statistics.

				[image: check.png] Real Commercial (www.realcommercial.com.au): This site also specialises in commercial property and businesses for sale around Australia.

				[image: check.png] Real Estate (www.realestate.com.au): The largest real estate Web site in Australia with properties listed by location, postcode, state or type of property (sale, rental, commercial, and so on). The site also has land, businesses for sale, agent listings and hints on home renovations.

				[image: check.png] Real Estate Guide (www.realestateguide.com.au): This site advertises property and businesses with agents’ listings from all over Australia.

				Monitoring sales figures

				Do your homework in two stages: First, pay attention to recent property sales and auctions in your current area to give you an idea of what equity you may have left after selling and paying off your city mortgage. Second, keep your eyes and ears open for property sales figures in your desired location.

				Many banks and financial institutions have loan calculators on their Web sites that can give you an estimate of how much you can borrow and repay comfortably. From my past work as an assistant bank manager, in the bad old days of 17 per cent interest rates, I recommend that you borrow less than you think you can pay back to give you more leeway to cope with changes, such as loss or reduction of income due to redundancy, business establishment, maternity leave and increases in interest rates.

				Relaxing your search and renting for a while

				Many seachange experts suggest renting a house and/or property in or near your selected seachange town before committing to selling up your home and jumping into another mortgage. This experience gives you a better idea of property values and takes out the urgency of settling for the first house up for sale. Renting allows you to be selective.

				[image: Warningbomb.eps]
								Do you really need to move?

									Sometimes the frustrations with your current job, traffic and local crime, long working hours and feeling as though you’re not spending enough time with your family can become overwhelming. This may be when you decide that seachanging is the only way to achieve a better work/life balance. Moving to a new location is a huge decision and you can bring about positive changes in easier ways. 

									Even though you’re set on moving and you’re doing your research to find the best place for you, stop and think about the reasons you’re moving just one more time. Consider these questions before you make the final decision:

										Can you achieve a better lifestyle simply by selling your current home and moving to something more appropriate in a different part of your town or city?

										Can you reduce your working hours in your current job, or start looking for a more flexible job with another employer?

										How much do you rely on the help and company of your family and friends?

									Not all seachangers enjoy the experience, especially when they haven’t properly planned for the change or tried a few less drastic changes in their current location. 

								

				Sussing out schools

				Education for your children is a crucial part of your lifestyle planning. Australia is renowned for providing a good public education system, but, as in the city, reputations of public schools can vary markedly. If you prefer your child to attend a private school, then your seachange choice may be limited by the number of schools in the area and how far you’re willing to drive or whether you’re willing to have your child take the bus to attend. 

				Don’t forget children’s future educational needs — or those of you and your partner. Check whether your local town or regional centre has a TAFE college or adult education classes. If your child is ready to attend secondary school, check whether your area has a school that specialises in the subjects your child prefers. Consider whether you’re prepared to pay for a private school or send your child to a boarding school in another area. Have you planned for the cost of school fees? Always bear in mind that as your children get older, they may not necessarily want to study and work in your seachange location. See a financial adviser for ways you can plan effectively to fund any future studying away-from-home needs of your children.

				Finding local parents and chatting to them about school options can be very helpful. School decisions also give you a reason to strike up a conversation with someone new. Other ways to find out more about what types of education are on offer include

				[image: check.png] Australian Council of State School Organisations  (www.acsso.org.au): This organisation represents the interests of parents, families and school communities of more than two million children who attend public schools in Australia. They provide information on their research into issues facing education, continuing access and equity to good education, literacy and numeracy projects, government submissions and links to other agencies, such as fundraising directories.

				[image: check.png] Education Foundation (www.educationfoundation.org.au): This organisation provides funding support for public education in the form of grants, philanthropy, research and advice. The organisation’s current focus is on Year 5 to Year 9 and in creating communities to enhance learning.

				[image: check.png] Independent Schools Council of Australia (www.isca.edu.au): This organisation represents more than 1,000 private/independent schools that educate more than 13 per cent of school children in Australia. The council lists the state and territory organisations that in turn list private schools in the area you’re searching.

				[image: check.png] Rural Education Forum Australia (www.refa.edu.au): This organisation works in partnership with many other government agencies, education authorities and rural groups to develop ways to attract and retain highly skilled teachers to rural and remote schools.

				[image: check.png] White Pages (www.whitepages.com.au): This Web site has an  easy-to-use search facility for state schools by state, location and postcode. 

				Heeding your health needs

				If you or a member of your family has a health problem or disability that needs specialist medical care or quick access to medical treatment, these situations must be taken into consideration when choosing your seachange destination. You may already have health insurance, but if only one doctor practises in your town, and the nearest hospital or specialist is several hours away, seachanging is not going to make for an improved lifestyle for you.

				The Australian Government’s Department of Health and Ageing  (www.health.gov.au) provides a quick one-stop shop for information on age care and services, rural health issues and services, education and prevention programs, Indigenous health information and facts on health products and medicines, including complementary medicines (homeopathic, naturopathic, and so on).

				To get more details about your seachange destination, the site has links to the various state government health departments. By clicking on the relevant state department, you can refine your search to the location you choose and the medical services you require, including where the nearest hospitals and specialists are located. The local council can also give you information on what general practitioners and allied health providers (physiotherapists, podiatrists and occupational therapists) are available in your area.

				You may not want to think about ageing just yet, but you’re wise to include ageing considerations when deciding whether you’re going to seachange. Future issues to think about include what facilities support the elderly living at home, community services for special needs and how many aged-care facilities service the area. The Community Visitors Scheme has a helpful publication, Australian Government Directory of Services for Older People, where you can check your seachange area for aged-care services. 

				Finding friendships

				Most seachanges involve moving away from your family and friends. Naturally, you’re going to miss them, even if you promise to stay in touch with regular emails, phone calls and text messages. Your family and friends are going to find your seachange difficult too, especially those who are used to having you living down the road. You have a lot to consider. Think about the time your children are going to lose with their grandparents after you move. Are you going to have enough room in your downshifted house to have your family and friends visit? You may like to map out a plan for how often you, as a family, can return to the Big Smoke to visit people who care about you. 

				[image: RealLifeStory.eps] Most seachangers find that when they move more than a couple of hours away from their old homes, friends’ and family’s visits tend to tail off. As Jenny from Darwin explains, ‘In our first couple of years up here, we had lots of visits from family and friends. However, later we saw hardly anybody from down south. Once people have made the big trip to the Northern Territory, they don’t want to spend the time and money repeating it every year. They 

				want holidays somewhere different.’ What Jenny, her husband Emilio and their three children do is save for a lengthy holiday down south every second year so that they can visit family, catch up with friends and, in Jenny’s words, ‘Remember how freezing it is down there.’

				Understandably, friendships decline if not maintained and you need to be prepared to view this as a natural outcome of the seachange. For some people, friendships survive because they’re convenient, but saving up conversations for planned phone calls or trying to put a months worth of news into several lines of witty email isn’t the right solution for everyone.

				You may find that you have to go to your friends rather than the other way around. And when you visit, your friends may expect you to slot back in rather than telling them about your new life. Try to accept and understand their reaction. By choosing to seachange to a more relaxed location for an improved work/life balance, you may find some friends think you’re rejecting them because of their choices to stay where they are.

				[image: REMEMBER.eps] Leaving a city can cause homesickness for you or someone in your family, even though you have all shared the decision to move. If the loss of friendships becomes too difficult to handle, don’t struggle on and stay miserable. If you feel you need help, contact an organisation, such as Relationships Australia, Lifeline or beyondblue for an understanding ear and advice on how to stay strong and enjoy the challenges in setting up your new life.

				Making friends

				Do you remember how your mum would grab you by the shoulder and propel you into a group of kids you didn’t know and say something utterly embarrassing like, ‘Look, here’s (insert your name). He wants to be friends with you.’ Even as an adult, striking up new friendships can be daunting. Establishing friendships from scratch is an important challenge in your seachange strategy and one that easily can be overlooked. Finding social networks is vital and forming friendships is necessary to feel more settled and part of your new community.

				[image: RealLifeStory.eps] That’s not to say that you have to abandon your old friends and social networks. But new friends in your local area can enhance your life and help you make the most of your efforts to achieve a better work/life balance. As rural high school teacher, Brett explains, ‘It was only when I made friends with a couple of the other teachers that my social life opened up. They invited me to play for their local volleyball and football teams, which led to meeting more people and rekindling my interest in golf and camping, which eventually led to meeting my future wife.’

				Work is often the first way to meet friends, especially in smaller areas where you’re not separated by which side of the city you live on, or what your postcode is. Small-town living means that you bump into your colleagues at sporting events, in the local shops and at the annual show day. For partners who aren’t in paid employment, checking the council for parenting and hobby groups is a good idea.

				[image: RealLifeStory.eps] Lewis was completing his studies by correspondence when he moved to a coastal community with his wife, Marie, who found work as a town planner. ‘It felt a bit unusual being a stay-at-home dad in a small town. But then I met people through the local playground and being on the kindergarten management committee. Plus, whoever I met seemed to know Marie, or their partner or someone in their family knew Marie through her work. A lot of friendships can be made in a small town.’

				Helping the community

				One of the reasons that people choose seachanging is the larger role they can play in the community. Big-city living has lost its appeal for people who live in dormitory suburbs, communities whose streets are lifeless each day as dual-earner families go to work and leave empty houses behind them. Other people find that the demands and long hours at work mean that the little leisure time they have is spent working around the house or trying to recuperate and catch up.

				[image: Statistic.ai] In her book, The Labour Market Ate My Babies, Barbara Pocock highlights the declining participation rate in community life by pointing out that organisations, such as schools, that rely a great deal on volunteer work, find help hard to get when 70 per cent of parents work full time, compared to a community where only 10 per cent of children come from full-time, double-income families. 

				Seachangers want to change this skewed vision of lives spent on the career treadmill to the total exclusion of everything else.

				[image: RealLifeStory.eps] Before you move to your seachange location, try visiting a few local sporting clubs there to introduce yourself and see what levels of skill, experience or equipment is needed to play. As Sonia found out when working as a podiatrist in the Riverland, ‘I had never played basketball in my life and didn’t have a clue about the game, but I found myself learning at age 25 and loved it. You tend to find in the country that you don’t have to be a star to play. You can just join in. Sport is the social life activity of the country.’ 

				John met some friends through joining a bushwalking and bird-watching group and he and his wife, Pauline, are also involved in social gatherings at their church. Pauline visited the local dramatic society and offered her skills as a costume designer. ‘It was a lovely way to get to know people who had the same interests and they really appreciated my sewing and costuming skills.’ So much so that Pauline now dresses the cast in every production and can sometimes even be persuaded to get on stage and sing in the chorus.

				Getting involved

				Coastal and inland communities foster their sense of belonging through the contributions of volunteers. Volunteering to be part of a school working bee, running a fundraising stall, delivering meals on wheels to elderly residents or helping revegetate a conservation area is a great way to meet people and make a difference. 

				[image: RealLifeStory.eps] Volunteering is also an excellent way to increase your skills for other opportunities in paid employment. Rosemary told me, ‘I had previously worked as a nurse, but being involved in my son’s school fundraising committee and doing some work at the aged-care centre led to me being employed at the local council. My boss said he’d been impressed by my organisation, communication and public-speaking skills, all of which were developed and improved by my involvement in community volunteering.’

				For further details on what volunteer work is available in your seachange destination, try contacting your local council, school or kindergarten for opportunities, and let them know what skills you offer and what hours you can spare. Also, visit the Web site www.govolunteer.com.au to search for other volunteer jobs available in your area. 

				Sue did that and found herself reading for the blind. ‘I was working full time, but still wanted to make a contribution and get to know more people at the same time,’ she said. ‘I was contacted by a community group that needed people to find and read non news stories onto tapes for blind people in an aged-care facility. It gave me all sorts of opportunities to be creative because the stories had to be positive, light-hearted and humorous. I did roving interviews with some of my work mates, other local characters and people with interesting hobbies. Volunteering is something I can do in the evenings outside of work hours. I’ve met and now visit some of my “listeners”.’

									[image: TIP.eps]
								Setting up your seachange checklist

									If you’re thinking about escaping the city or setting off from the suburbs, think about the effect that change has on you. Compiling a checklist of what you plan to do, where you want to go and how you plan on achieving the work/life balance you’re dreaming about is a good idea. Here are some vital strategies to plan as top priorities on your checklist:

										Don’t fluff your finances. Avoid the temptation to upgrade your new home, property or business if you have some money left over after selling your city home. Banking and investing the surplus is always better, in case finding work or establishing your business is harder than you think. Remember too, that most seachangers experience a drop in income and have to learn how to live a little more frugally. Seek professional financial advice.

										Enjoy happy homework. Be aware that this step is immensely important. Your homework should involve deciding on what locations or towns appeal to you (and why they appeal to you), what employment options are in the area, whether you know anyone else who has moved to the area who can tell you the pros and cons and what the place is like outside of the warm and pleasant tourist season. 

										Have a happy household. Make sure the seachange is also your partner’s dream. Make sure that your partner and children are willing and excited about the move. Hold regular discussions about the ­reasons for the move and discuss what goals you all want to achieve.

										Interrogate internally. Spend time thinking carefully about what aspects of your work, home, community and family you value, and what other careers and living arrangements you are prepared to try.

										Open your options. Don’t get your heart set on one tiny little town or region to the total exclusion of everywhere else. Instead, compare a number of areas in terms of travel times to the nearest city, the local economy, availability of good schooling, recreation, health care, shopping and cafes and services, such as home main­tenance, mechanical repairs and banks.

										Work out your work ethic. Moving to a friendly and laid-back community is pointless when you’re still working at your laptop for 70 hours a week and not getting time to look at the view out the window. Check the local papers, Centrelink and Web sites for available work oppor­tunities.

								

				Pursuing a pastime

				People often make friends through shared hobbies. A hobby can mean a lot more than collecting china kittens and tea cosies. These days, keen hobbyists use the Internet to find like-minded people to share views and 

				advice on their particular interests. Get on to your favourite search engine on the Internet and search for your hobby. You can find hundreds of sites to investigate. Here are a couple of hobby sites to get you on your way:

				[image: check.png] Getalife (www.getalife.com.au): Look for activities that interest you and find members that live near you. This site costs a small fee per month and can give you access to sports, lifestyle, arts and culture, wine, eating out, adventure activity and tours, as well as advice on how to set up your own community group.

				[image: check.png] Hobby net (www.hobby.net.au): Find something that interests you, as well as finding a contact group that’s accessible. Topics include do-it-yourself hobbies, arts and crafts, sports, genealogy, history, literature, animals, home-brewing and gardening.

				Community groups can also provide a way to socialise with people in your postcode. Here are three Web sites that are very comprehensive:

				[image: check.png] Australian Government (www.community.gov.au): Provides an online search facility and links to community interest groups around Australia. As well, this site has tips on how to start up your own community group, training in how to set up a Web site, a list of financial tools needed and useful links to other organisations.

				[image: check.png] Community Guide (www.communityguide.com.au): This is a business site for advertising and commercial opportunities but it has a good community guide that can be sorted by category, title (A–Z) and location. A wide variety of hobby and interest groups are included here such as land care, leisure and fitness, theatre, welfare agencies, arts, media, animal rescue groups and tourism organisations.

				[image: check.png] Our Community (www.ourcommunity.com.au): Provides many different sections relating to fundraising, donations, obtaining grants, marketing and building capacity. This site claims to be Australia’s largest directory of non-profit and community organisations. Searches can be made by organisation name, organisation type, location, postcode and key words.

				Finding entertainment

				Think carefully about how you and your family entertain yourselves and do a test run for a few weekends to see whether you can cope without access to trendy restaurants, shopping centres and cinema complexes. You may daydream of long nights without the television on, playing board games or reading an engrossing book. But is that the type of cosy night your partner and children enjoy? Don’t discount the need to find suitable leisure activities for your family in your new seachange location so that the dreaded, ‘I’m bored’ from the kids doesn’t crop up too often.

				Social life in most country towns revolves around local sporting clubs. My home town has the netball/tennis courts located next to the cricket/football oval. If people aren’t playing in the team, they umpire, coach, keep scores or help out in the clubhouse. No matter what your age, skill level or even interest in the sport, you’re likely to end up at the clubhouse after a game of whatever sport to socialise and discuss the day’s play.

				If organised sport isn’t your cup of tea, in inland and coastal centres you can find outdoor activities, such as bushwalking, climbing, fishing, sailing or environmental activities. Participating in these groups enables you to see a lot more of your new environment and appreciate what the locality has to offer.

				A seachange needs to be for the benefit of everyone in your family. Despite the fact that you and your partner know the reasons why you’re making the move to a slower, greener and less stressful environment, your children may be thinking about what they’re leaving behind.

				[image: Warningbomb.eps] Children don’t experience the reasons many adults yearn for a seachange — overtime at work, stress, poor health, long commuting times, and so on. Telling your children that moving to the country means having a more fulfilling lifestyle doesn’t mean much to them. They’re more likely to miss their friends, dread a new school and be confused about a lifestyle they don’t know. Making sure that your kids feel involved and that their concerns have been properly listened to and discussed helps them get ready to participate in your family’s new adventure. 

				[image: REMEMBER.eps] Moving house is a very exhausting time. You’re in for a frantic few weeks or months of preparing for open inspections (and herding the family out), disconnecting services, cancelling and redirecting post and sorting out belongings. De-cluttering and deciding what furniture, clothing and household goods to take is a stressful task because everyone has different ideas. Travelling between the city and your new location to scout out a new home to rent or buy is also stressful, time consuming and tiring. You have to investigate kindergartens, schools, child care, health care, recreational facilities and local employment and business opportunities. And don’t forget the cat and the dog. Among all of that mayhem, your kids need to feel that they’re being consulted and their wishes are followed.

				Enthusing teenagers for the move

				Moving for teenagers can be especially difficult because peer groups, interests and friendships are established and most teenagers tend to know where they fit in their group. Some hints to consider to make the transition easier for your children include the following:

				[image: check.png] Allowing your kids to establish and continue long-distance friendships. Give the children their own address books and email addresses. With encouragement from you, they can maintain friendships so they don’t feel they’re leaving their friends forever. Arrange a farewell party for your children and their friends and arrange definite dates for the closest friends to visit. Don’t just promise visits one day.

				[image: check.png] Being patient and being prepared to answer a lot of questions. You may be very busy, but giving them the attention and discussion time they need to reassure themselves about the move will help them cope better. You and your partner are very likely the ones who made the decision to seachange and also chose the location, so allowing children to make a few less major choices will ease their anxieties and let them participate.

				[image: check.png] Caring about promises. If you can’t follow through on a promise, don’t make it. Deciding that you won’t be getting a pet or chickens after all can set your kids up to feeling betrayed and resentful, particularly if having chickens was something they were expecting. 

				[image: check.png] Sticking to a regular routine. Seachanging is an extremely busy process. Try to keep meal times regular and healthy even though ordering a takeaway most nights is tempting. Put your children to bed at their normal times so that their sleep patterns also remain healthy. Having children who are on vegetable withdrawal and cranky because of late nights and bad food isn’t fun. 

				[image: check.png] Talking about the new location. Don’t just tell the children about the fresh air, scenery and peaceful lifestyle because they’re thinking about losing their friends. Instead, talk about the types of sport they can enjoy, the freedom for activities, such as bike riding, camping and fishing, the security of a smaller school and a bigger house. 

				[image: check.png] Visit the area with your children as much as possible. Drive and walk around the town, showing the kids the attractions of the place (from a kid’s perspective — swimming beaches or pools, skate parks, horse-riding paddocks, farm lands, motorbike tracks, and so on). Walk through the school grounds on the weekends to help make the place seem more familiar when the first day of school rolls around. Show the kids the key natural features of the area and be enthusiastic about why the move is going to benefit them. Your excitement can be contagious. 

				Arriving at the new location

				The sooner children are involved in sporting activities, the sooner they adapt to their new location. Getting a part-time job at the local supermarket, the fish co-op or at the local wood mill also helps teenagers become a part of the community faster. But joining a sports club or getting a job takes time.

									[image: WorldWideWeb.eps]
								Sites to help your seachange soul searching

									No person can learn everything on their own and luckily for you, we live in a computer age that can still benefit you even if you do intend on slowing down, simplifying things and reducing your working time. The following sites provide interesting reading:

										ABC Radio (www.abc.net.au/backyard): This site is ABC radio’s gateway to the 60 local radio program Web sites around Australia. Each Web site is tailored to the local programs and issues and can provide relevant information about areas where you may like to live.

										Australian Farmers’ Markets (www.farmersmarkets.org.au): This site has a search facility so that you can find the farmers’ market closest to you.

										Culture and Recreation Portal (www.­cultureandrecreation.gov.au): This Australian Government search facility provides information on libraries, art galleries, stories, music and grants.

										Financial Literacy Foundation (www.understandingmoney.gov.au):  A government initiative, the site aims to ­provide simple steps to help educate people to set financial goals, work out a budget, develop savings plans and includes an easy-to-digest handbook on money matters.

										National Sea Change Taskforce (www.seachangetaskforce.org.au): This site has a discussion paper that highlights issues caused by seachanging, including environmental and infrastructure concerns facing these rapidly increasing population areas.

										Regional Australia (www.regional australia.gov.au): This site provides a directory of over 1,500 government web sites and 300 local councils with information on employment, agriculture, community, business and heritage issues facing the regional areas.

										Regional Living (www.regionalliving. com.au): This site provides general i­nformation on business and real estate, as well as case studies of seachangers and treechangers. The site also links to a blog of the same name.

										Workabout Australia (www.workabout australia.com.au): This site is aimed at the working traveller and backpacker with details on how to plan work and travel around seasonal jobs in Australia.

										Your Guide (www.yourguide.com.au): This is a search portal for more than 160 local newspaper sites, including property searches and listings, employment, community groups and events, as well as general classified advertisements.

										Your Sea change (www.yoursea change.com): This site is optimistic and informative about Australian seachange destinations, jobs, case studies and in­formation on how to prepare for the move, involve your family, develop a checklist and look for suitable property and businesses to buy.

								

				

				[image: REMEMBER.eps] When you arrive at your destination, your kids are likely to be more terrified than excited, despite your efforts. This is perfectly normal. Here are some tips to make their experience a little easier:

				[image: check.png] Be prepared for your child’s grades to dip slightly while they settle into their new school, which may have different teaching methods, subjects, elective courses and social networks. Don’t allow your child to see you overreact but discuss the fact that it may take a few months to integrate. You can discuss any noticeable or continuing drop in grades and behaviour with their teacher or the principal.

				[image: check.png] Encourage interaction with other children, whether they attend the same school or not. Include the children in your activities with other parents to help them socialise and form friendships out of school. 

				[image: check.png] Make sure you set up a good line of communication with the school principal and your child(ren)’s teacher. Ask them to keep a special eye on your children and to let you know as soon as possible when any issues arise. Show how much you value the input of the school by contributing your time to school activities, such as fundraising, helping out at sports days, listening to kids read or helping out in the canteen. Not only can you get to know other parents but you get to keep a bit of an eye on your kids as well.

				[image: check.png] Playing, watching or volunteering to help run a sporting event is a crucial social lifeline in country towns. Local communities use sports to socialise as well as to keep fit and are always looking for a deputy coach, new players or an extra car to transport kids to away games. At least you won’t have difficulty finding a car park or being caught in traffic. A school teacher friend of mine started playing basketball for the first time in his 40s when he moved to a small country town and his wife played evening tennis. Mandy recalls, ‘I was hopeless at tennis, but I enjoyed the camaraderie and was made to feel very welcome. 

				[image: check.png] It wasn’t meant to be competitive, just fun and I really looked forward to attending every week. These tennis players have been my friends ever since.’ 

				[image: check.png] Send your children to the school you think suits them best and involve the children in the decision. Take them with you to visit the schools and see which one appeals to them. Find out what they like and dislike about each of the schools and find out what extracurricular activities at each school interests them. 

				[image: check.png] You can encourage your children to invite friends to stay in the holidays or for a weekend. The friendships either are picked up where they left off or have faded a bit (as friendships do in the tumultuous teen years). If your teenager has left a girlfriend or boyfriend behind in the city, be sensitive to their feelings of sadness and longing. Allow them to stay in touch via phone and email (budget permitting) and a few months down the track (if they are still together), invite the partner to stay for a few days.

									[image: RealLifeStory.eps]
								Making the seachange to a city 

									Jenni and Daz have made the ultimate seachange — across the continents.

									They met during their separate backpacking adventures in Australia. When Jenni’s three-month holiday leave was over, she returned to her clinical administrator job in England and Daz remained in Australia to continue his holiday. After a week back home, Jenni knew that she wanted to see more of Australia — and Daz. She took on two extra jobs to beef up her bank account and moved in with her parents to save on renting. After four months, she quit all the jobs and headed for Cairns to start travelling around Australia with Daz.

									After a trip back to England to plan their lives together there, Jenni and Daz headed back to Australia and Adelaide to enjoy the hills, beaches, wineries and festivals all in close proximity. 

									‘Our salaries are lower than they were in England, but so are rent prices, petrol, the general cost of living and our commuting times,’ Jenni said. Then they discovered they were expecting a baby. ‘We really appreciate that in Australia we can decide to stay home and bring up our child at least until the baby goes to school if we want to, although it will be a strain on the purse strings. Our friends back in England have to get back to work as soon as they can after their babies are born.’

								

			

		

	
		
			
				Part VII

				The Part of Tens 

				
				[image: Part%20VII.eps]
				‘He’s so much happier since he stopped  carrying the world around on his shoulders.’

				Glenn Lumsden

			

				In this part . . .

				I love writing lists. Lists are an extremely useful way to  put the most urgent tasks — from tiny jobs (returning a phone call) to major chores (writing a book!) — in order of priority. Lists help me decide what I have time to do and when I can politely say ‘No’ to work I don’t have time to do.

				This part of Work/Life Balance For Dummies consists solely of lists. The detail includes plenty of leading Web sites to inspire and advise you, how to influence your work mates to improve your workplace morale and some real gems from real people who’ve achieved work/life balance. Oh! And I’m adding my list of ways to teach kids that work can be enjoyable but work is NOT more important than life.

			

		

	
		
			
				Chapter 16

				Ten Tips from the Experts

				In This Chapter

				[image: missing image file]	Losing the long hours at work

				[image: missing image file]	Enjoying your family time

				[image: missing image file]	Planning to be spontaneous

				Cash rich, lifestyle poor. You leave for work in the dark, via child care, before-school care or via the drive through for espresso, and you hit the traffic snarl. You work your nine- or ten-hour day and do the same exhausting journey in reverse and arrive home in the dark. You feel irritable, rushed and stressed while you hassle the kids to do their homework and unpack the dishwasher while you decide what the easiest thing is to make for dinner. Your partner is out walking the dog after getting home from work two hours earlier to wait for a tradesperson who didn’t show up and you know he now has to work late into the night trying to make up for the lost time. 

				You feel as though you’re missing out on seeing your kids grow up, missing out on appreciating your garden and home because these represent more work instead of places to rest and enjoy. The main source of relaxation is to slump on the lounge with chocolate, wine and poor television programming until you fall asleep and wake up with the remote control imprinted on your face. The day starts again when you leave for work in the dark . . . 

				Now is the time for change. This chapter introduces you to ten ways you too can solve the work/life balance dilemma. 

				Here I’ve taken a bit of an unusual approach. Instead of me being the expert, I’m handing over to some people I’ve interviewed to give advice, based on their experiences. These people aren’t celebrities with paid entourages, or academic researchers who can’t tie their own shoelaces, or lifestyle journalists recovering from last night’s premiere hangover. This chapter introduces you to a panel of real-life experts, real people who have found ways to improve their work/life balance. Who better to provide tips than people actually living out their decisions to change their lives?

				Liberating Yourself from  Long Work Hours

				You may think cutting down your work hours is impossible. Certainly, the challenge is a difficult one. Controlling your working hours takes planning and strategies. Here are some stories from our panel of experts who’ve taken on the working-hours challenge — and won.

				Ian is a general practitioner who often feels pressure to work longer hours. ‘How you respond is up to you. When travelling for conferences, I find I work much longer hours because I’m stuck in hotels with nothing to do. Consequently, I keep working on my laptop and mobile when I could have been spending time with my family, even though that’s time on the phone. I used to find myself answering endless emails into the night after a day spent training and in meetings. All this achieved — apart from exhaustion and de-motivation — was to let everyone know that it was okay to talk to me and that I was prepared to be on call at any time. It took a heart bypass for me finally to work out what was important. I started cutting back my hours, travelling less and phoning more, and saying ‘No’. My mobile is often turned off or not even with me. I’m home with time and energy rather than tired and grumpy.’

				As an IT professional, Richard knows what it’s like to have the phone ring at any time from someone seeking IT assistance. ‘I think the time has come for everyone to switch off the computer and go home without the laptop. People on salaries like me are the real mugs because we effectively get paid less for every extra hour we work. If you keep working extra hours, the habit kicks in. I had to work two jobs for six months before my employer decided to replace the manager who’d left and whose job I’d been doing as well as my own. I was tired, stressed and still in the office long after my boss had gone home. My ridiculous double workload had saved my manager’s budget half a year’s salary. What did I get for it? Nothing. No extra time off or pay rise. Think about it: tradesmen and wage earners are at least rewarded for their extra hours. I needed to say “No” and I didn’t. I do say “No” now and it’s made a difference. I’m aware that I have lots of contacts, heaps of skills and experience if I choose to move elsewhere — and my employer has made it clear that he doesn’t want to lose me.’

				David is a town planner who loves his job — also his family. ‘Yes, I love what I do but I’m tired of having to attend evening meetings that go for hours without anyone considering those of us with children who’ve been at work since 8 am. I want to be home by 6 pm at the latest. I’m being contacted now 

				by other agencies and consultancies because my skills are becoming known, and I intend to follow up any approaches. Make no mistake, I can negotiate a much better work arrangement. I can also work from home part of the week, have earlier start and finish times and pick up the boys from school sometimes.’

				As a health manager, Anne was tired of 12-hour days and 60-hour weeks in her workplace. ‘You have to put in the hours and then you’re not appreciated for the effort. Everybody does it at my work. About three years ago, I decided to change my life in order to get some better work/life balance. I now turn up at 9 am instead of 7 am and leave at 5 pm unless a job is really worth the extra time. I now find that I stay back only once a fortnight. I can’t say that all my bosses are thrilled or that some of the other 60-hour a week wage slaves don’t pointedly glance at their watches as I walk out the door, but who cares. I find that I get just as much work done and still generate more revenue than most of the others in the team. That’s because I’m not as tired as they are. I now firmly believe that work has the ability to expand to fill the hours you’re prepared to allot it. Now I’m in control of my hours, my life has improved greatly.’

				Joel runs his business from home. ‘Despite my best efforts, I still find myself buried in work to meet a crucial deadline but that’s rare these days. Having two kids and working from home as a Web designer pretty much guarantees that. I can say that after making sure I work fewer hours than I used to do, the quality of my work has actually improved. Getting away from the computer and actually having a life has made me more time efficient and a more creative designer.’

				What Work Should Look Like

				When you spend eight hours a day (at least) in your workplace, that’s a third of every 24 hours of your Monday to Friday life. So you want to be sure that you’re happy with the working conditions, the hours and the job. Here are views from panel members who work in different industries. 

				Kent is a scientist and father of three: ‘We eggheads aren’t paid a huge sum to stay working in a government agency but my work is personally rewarding because radiology is making a difference to patients needing the very best medical help. In my previous job, I was researching the effects of radioactive materials on the environment, which I found equally as interesting. To me, what makes a great job is being given the opportunity to do something interesting and worthwhile.’ 

				Dean enjoys his job as a meteorologist. ‘A good place to work is one where you’re encouraged to participate and contribute to making decisions about specific projects and longer-term stuff, such as setting strategies and work plans. Managers who provide this kind of supportive environment nearly always have committed and happier staff who can understand the purpose of what they’re doing and why they’re doing it.’

				In IT, Richard expects to be appreciated for his skills. ‘Being recognised for your individual performance, for team performance and for any additional or outstanding work you do is essential. Many times I’ve busted my hump to get a project in on time and at the very best quality and never heard a word of response from my boss. Thankfully, I get feedback from the customers. Now I’m a manager, I make sure that contributions are noticed and recognised. Rewards don’t have to be pay rises: I gave one guy, who worked overtime to help me complete a major project, two additional weeks of holiday leave, and another star worker won a weekend away for two.’

				Mike’s small business means he’s the boss but work can still compromise his family time. ‘I’m working towards a better balance between work and family time. I’m working fairly long hours to set up the business, but I have planned for this carefully and I’ll follow my plan to reduce the hours in a few months time.’ 

				Anne changed jobs because she wasn’t happy with her former working conditions. ‘My previous job had no real career paths or genuine ways of getting a promotion. You either had to schmooze and put in extra hours to impress or wait for some old guy to retire. In my new role, I have clear paths to follow plus external and internal education and training opportunities. That says to me that this job has a future for me.’

				As a single parent, Cate says she never underestimates job security, even in these so-called prosperous times. ‘I’ve worked in an agency that has been through four restructures in the past six years. I made sure that instead of getting my contract renewed every six months, I was made a permanent member of staff. This has made me feel more settled and a lot more willing to put in the hard work when necessary because they value my skills as a project manager.’

				Earning a good salary is important to Rebecca but not the most important aspect of her work as a physiotherapist. ‘Whether you like it or not, what you earn is sometimes a measure of your importance and success, especially if you’re living in a large city. Cities are expensive. I don’t have kids and I enjoy spending my money on concerts, restaurants and travel. That’s why I work.’

				Winning Work Tips

				One of the best ways to ease your working life and find more time for you is to talk to other people about how they manage this challenge. Discuss with your friends the best ways they find to manage work/life balance and follow their tips. Talk to people you meet at parties or dinners. Work/life balance affects everyone so as a topic of conversation, it’s usually a winner. You can start with tips from our panel of real-life experts.

				[image: TIP.eps] John’s winning tip is to put your personal life before work. John’s background is in IT but these days he works as the manager of a meditation centre. Quite a contrast! ‘Moving from the stresses and pressure of IT work to a meditation environment is a great reality check. I’ve had to learn that my job isn’t my entire life. My personal life is much more important. The job isn’t what defines who I am.’ 

				As a financial services worker, Paul says the best tip he can offer is to delegate work to someone else. He used to take work home because he couldn’t manage the work in his allotted eight hours. ‘Now, when I have to phone overseas at 2 am, I make sure that I don’t go in to work the next morning until 11 or so. I insist on working only eight hours a day and I’m sticking to that. I made this promise to myself, my wife and my three kids. My work team members are very skilled, trustworthy and supportive and I delegate work to them. My staff members know what their roles are and that they’re trusted to get on with the job if I’m not there. I meet up with each of them once a week to resolve any problems and discuss ongoing projects. And, like me, they have to work only eight hours. They can then go home, feel refreshed and live their personal lives.’

				[image: TIP.eps] Human resource (HR) managers should be the people who best know how to get on top of work/life balance. Lesley works as an HR consultant and is also a parent. Her tip: Run an online diary. ‘My diary rules my work day — in a good way. When I’m not available, I block time out in my diary, which is online and available to everyone in the office. That rules out confusion and my staff know when I can’t be contacted. Blocked-out times are usually for personal matters, such as picking up my kids from school, doing reading with other kids in their class or helping out occasionally. By blocking out and reserving chunks of time, I get to balance motherhood with being a professional. I’ve learned the hard way that work/life balance won’t happen unless I actively make it happen.’ 

				Airline pilots spend a lot of time away from home so managing work and life isn’t as easy as it may be for the nine to five worker. Simon’s tip is simple: Put the family first. Simon is an airline pilot and a father of three. 

				For him, promotions are not a priority. ‘I’ve learned that I can put the big effort in to work when I’m on duty. However, I no longer jump for promotions without considering the impact on my family. That way everybody is happy.’

				Cate says her best tip is to be better organised. ‘I did a couple of workshops on weekends that were run by a professional organiser. Why? Because I was surrounded by clutter and paperwork. I felt disorganised. I have used ideas from the workshops at work and at home. Being organised helps keep me sane.’

				John’s best tip is to take responsibility for your life and decisions. ‘I was doing well in my IT career but felt a bit trapped. I looked at the older guys around me who looked unhappy and unwell and I realised I was also starting to hate going in to work. My meditation studies taught me that I had to take some responsibility for how I was deciding to feel about things. I stopped resisting my job and eventually left. Work had been dragging me along. On the other hand, meditation was teaching me to be fully engaged and to take responsibility for making the decisions in my life.’ 

				Eradicating the Evils of Email

				Technology has taken over your life. But that can be to your advantage. The clue is to ask whether technology runs you or you run technology. What’s clear is that technology now plays such a major part in your life, that you need to work out strategies to deal with the time and energy it takes. Here, my panel of experts offers technology tactics to make your life easier. 

				Anne believes controlling your office inbox is the clue to controlling your emails. ‘For me, learning to control my email inbox — rather than being a slave to it — made a huge difference. I don’t automatically stop whatever document I’m working on to check the inbox every time I get that little envelope flashing at the bottom of the screen. I’ve also turned off the sound to reduce the temptation to have a look and then get stuck reading everything else.’ 

				Anjali is a researcher which means plenty of time spent on the Internet. ‘Never ever let emails dominate you so much that you become inattentive and rude during meetings. If I see someone playing on their PDA or laptop or reading emails during a conversation or meeting, I stop and comment on what’s happening. I think it’s as rude as talking on the mobile about something trivial when you’re with someone. Emailing can be very unprofessional and disorganised.’

				As a public servant, Michael also relies on email at work. ‘Email used to eat into much of my day and I’d still log- on and check them at night when I got home. Now I make every Wednesday an email-free day. I simply don’t read them, don’t respond to them and don’t write them. Instead, I concentrate on whatever is the most urgent task on my desk. If I need to contact anyone, I get on the phone or walk over to the other person’s desk and speak.’

				According to Dean, you can avoid all emails that add to the ‘re’ and ‘fwd’ chain. ‘Read the final email from top to bottom and delete the rest. If you have a problem with a project or a person, go and speak to them because your sounding accusatory or condemning can be harsher on email than when you’re having a real speaking discussion.’

				Wah Chin works hard as a biological researcher. Her pet annoyance is gossipy emails that waste her time. ‘I hate seeing my inbox clogged with emails from people sitting at desks wanting to look busy. I don’t reply. This sends a clear message that my time on the computer is to work, not play. I also don’t read jokes or silly attachments and believe that people who send these around an office look as though they don’t have enough work to do. Again, by not forwarding or replying to these time-wasting emails — which use valuable hard-disk space — I find eventually the emails stop.’

				Work/Life Balance for Kid-Free Colleagues Too

				Sometimes, people with families who try to better manage their working and personal lives forget that they’re not the only ones who deserve a better life. So do employers forget that other people in the workplace can have responsibilities too — to elderly parents, to study and training courses and to their personal lives. People without children have to assert their right to workplace arrangements that improve their lifestyles. Here are some tips from the panel for people who have other types of responsibilities that work may affect. 

				Patricia works as an executive assistant in a company that tries to support work/life balance. But the company’s efforts don’t always cover everyone. ‘A lot of colleagues with kids have work/life balance introduced by the executive management team because they also have kids. I used to find it difficult to get a few hours off to help my elderly parents with their medical appointments (Mum doesn’t speak English very well). Helping out when Dad was very ill didn’t seem to count at work for me. I got around this by making up for lost time skipping lunch breaks and working later until I was exhausted. Then I did a bit of research about the needs of carers who also work full-time jobs. Not only kids rely on the help of people who work. I made my case and I now have the same flexibility as the parents here do. I feel a lot less anxious because I now don’t have to “chuck a sickie” and instead can ask for a couple of hours to take my parents to the specialist.’

				Study leave is another reason for flexible working arrangements as Bill, an employment coordinator, discovered. ‘I don’t have kids but work/life balance is getting harder to achieve for everyone these days. I was able to get access to paid study leave because my manager agreed to let me start earlier in the mornings and leave earlier in the afternoons to make it to lectures. This arrangement has made me feel more valued and motivated to do well in my course and to make the most of the time I’ve got outside of work. With people having less children and the population getting older, employers that offer work/life balance conditions for everyone are going to benefit in the end.’

				In Raoul’s law firm, young people without children are expected to work from 8 am to 8 pm and come in at least half a day on weekends. ‘Everything we do has to be billable to a client so it’s all about hours. I could see colleagues that were even younger than me struggling to keep this up day after day and then leaving the company, or getting out of the legal profession completely. I love my work but I wasn’t prepared to have no life outside of my job. I had to re-assess whether I wanted the inner-city terrace and the European car or a less affluent lifestyle but more free time for golf, computing and bushwalking. I ended up pulling back on my hours and feel so much better for it. It even looks as though it’s starting to rub off on a few other people too.’

				Positive Parenting

				Having children is possibly the most time-consuming, intellectually challenging and physically draining part of your life. But the rewards are inimitable. Nothing at work or in your personal life can add up to the joys children bring with them. However, in practical terms, having children creates its own particular problems. Here are some experiences and tips from two members of the panel. 

				[image: RealLifeStory.eps] Jo needs family support because she works as a professional mountain guide and is a partner in a small business. ‘My family grows fruit in the Riverland, so my relatives aren’t readily available at ten minutes notice if I need a babysitter. However, they are regular visitors — and helpers — and my husband’s parents are only a couple of suburbs away. I have also been really lucky in that three very close friends had babies at the same time as me so I can meet up with them regularly. My friends there are a great source of support, advice and laughs.’ 

				Simon has experienced the perfect work environment for a dad. ‘When our two daughters were very small and hadn’t started school, I took a job at a local machinery-hire firm that was never intended to be a long-term career option. The job paid enough while the girls were tiny and not costing us much and — perhaps most importantly — it was only a five-minute walk from home. I could go home for lunch and see my family every day and also know that I’d be in that door again at five minutes past five. It was such a wonderful way to be a hands-on father.’ 

				Enjoying Family Time

				Family time can include any time you have with your partner, with your children, with parents, relatives, extended family and close friends. But finding time, with a heavy schedule of work and social commitments, can be difficult. Here are tips for finding family time from our real-life panel of experts. 

				Jill’s family likes to review the day’s events but family togetherness doesn’t always work out. Be prepared for problems and deal with them. ‘We always try to have dinner together as a family and talk about our day. Most times we have a real laugh, but sometimes at least one of our three kids ends up in the corner to have a good long think about their behaviour.’

				As a business owner and online journalist, Brett can get too busy to remember the pleasure of simply getting together. ‘My wife Angela’s great at pulling me back into line, and reminding me of when it’s time to stop thinking about work and get back into family mode. Sometimes when we’re together, she says, “Brett, it’s time to be a person”. And I know what that means. What she’s saying is that work is still in my thoughts, or that it’s tiring me out too much. Her words make me aware that I need some time to wind down and enjoy being at home with her. Work can wait until the next day.’

				At Philip’s home, the television is turned off for dinner. ‘We eat together at the table without distractions like the television or radio being on. We also let the answering machine answer the phone between 6 and 7.30 pm so that we avoid cutting into this time with our son. And who wants to waste valuable time on telemarketers? People who know us know that we’re available to talk after 8 pm if they want to ring then. That’s when our son is in bed.’

				Lee, who is currently on maternity leave with her second child, believes that anyone who works and has kids doesn’t need to see parenting as an end to a career — or, for that matter, as an end to dreams, lifestyle or goals. ‘If you feel like parenting is the end for you, then that will happen. Arrange your time to make sure you include your needs along the way, even though you have to take life a little slower when you’re raising children.’

				As a teacher and father, James understands the importance of supportive communities for parents. ‘Parents need to have friends and family who can help out. Parents also need to be real partners in the way they juggle their jobs (full time, part time or staying at home) and support each other. We still have our own needs after the bills are paid and the kids are cared for and we make sure that we both allow each other some time off for rest, hobbies and other social activities.’

				For Tran and his wife, having one child meets the standards they set. ‘We have a four-year-old daughter who is beautiful, funny and incredibly loving. She’s also exhausting, demanding and can sometimes make me want to choose to stay at work a bit late and avoid that witching hour from 6 pm to 7 pm. We have decided to only have the one child as we think it’s better to be the best parents we can to the child we’ve got than to try and have another couple of kids just because it’s what our families expect of us.’

				With a nine-month-old, Joanne is discovering that new mothers can work from home and fulfil their parenting objectives. ‘When the baby is down for a nap, I take the opportunity to work. My daughter started child care (two afternoons a week) from six months, and I spend that time working too. I try to make the most of being with her during her waking hours and that seems to work for both of us.’ 

				Simon says going out as a family has been wonderful for his children. ‘In the past 12 months, we have been more willing to spend money on meals and activities away from the house. We don’t want to be slaves to mortgages, owning lots of possessions or fancy cars. But going out is a priority. These activities really work for us — family bike rides, meeting friends for a picnic and going camping.’

				As a primary school teacher, Nancy works three days a week. ‘I’m stimulated and fulfilled professionally without having to work full time. I’m not run ragged by caring for an active and inquisitive 4-year-old boy every day of the week. Someone else shares the responsibility of stimulating and progressing his learning. Three days work is a great balance because I’m still home more than I am at work. As a mother, I don’t feel like I’m neglecting my child by not being there for him every day and I don’t suffer much mother guilt with the life we lead.’

				Rocky believes that today’s children are missing out on some of the fun their parents had at the same age. ‘Years ago many people would visit each other and adults and children alike were exposed to socialising and family times together. Nowadays, the lifestyles are different. Workloads are different and a lot of people seem to be like passing ships in the night. Children don’t mix as much, they miss out on simple things like running, playing, biking and hiking. The tennis club we’re involved in is an idea that works. The children mix with existing and new friends besides the ones they see every day at school. As parents, we get out and get to chat, laugh and mix also and we have made some great friends as a result of our kids learning to hit a fuzzy yellow ball at the same time every Saturday morning. It’s a healthy environment for all concerned.’ 

				Rewarding Relaxation Tips

				Relaxation is one of those concepts that people wish for but don’t always achieve. How can you relax when you work 60 hours a week, run a home, care for your elderly relatives and are studing for your next degree? Finding time to relax needs organisation. First step: Relax and think about how you’re going to find time to relax. Second step: Put your new relaxing time into practice. Try these tips to get you started.

				[image: TIP.eps] Ali believes saying ‘No’ is the answer. ‘You get free time when you learn to say “No”. For example, when your week is fully booked and you’re invited to visit friends on the only night you have free, don’t go. If they really know you, they’ll understand. I’ve found that you get as much free time as you allow yourself to have.’

				Working as a part-time project officer raising three children leaves Jill with the need to find time to relax. ‘I get up at sparrow’s to walk and that’s my time on my own. When I get home, I feel rejuvenated, my head is clear and the walks keep me fit.’

				Philip and his wife enjoy separate social groups and find this independent time away from home relaxing. ‘My wife and I have separate interests which means we have social lives beyond family and work and these give us a sense of belonging in the wider community. Ironically, even though we have to plan and negotiate the time to maintain these networks, we both feel a great deal of personal reward from them.’

				Actively planning your life to have time to relax is a common feature in these stories. Kathy and Jason actively plan their lives to make room for all their needs and interests. Kathy says, ‘This doesn’t happen naturally. Time needs to be negotiated and arranged with give and take. For example, I may say, “I’ve got a mums’ dinner on Friday night and you’ve got drinks after work next week so that works.” We’re also lucky to have family nearby who are happy to mind the children so we can have a night out together every month or so.’

				Not everyone relaxes in conventional ways. Steve is a truck driver, he’s studying to be a teacher and he has two children. That takes a lot of time. Fortunately, he also has a sense of humour. ‘Sometimes I just spend ten minutes longer in the loo than I have to.’

				And from Rocky, a word of advice passed on from a professional: ‘A doctor once told me the biggest secret medicine for good health, long life and clear thinking is one of the hardest things for most humans to do. The secret is: Learn when and how to stop. Recharging the batteries, smelling the roses and all that relaxing stuff equals good health. Each day I wake, I consider how lucky I am to see another day, to be given another day to laugh and to be with those I love.’

				Planning Spontaneity

				Doing what you want can be a very wise way to go. When you’re working long hours and managing a family, and you feel you need something to help you achieve your goals, then do it. Don’t be put off by budgets, advice, common sense, criticism. Just do it. After all, only you know exactly how difficult your work and life are. Here are tips from the team to help you make spontaneous decisions, based on your instincts alone, to make your life easier. 

				Kathy loves outsourcing. ‘I think outsourcing whatever jobs you can, especially the ones you hate, is very important. If you work, getting domestic help is essential. I have a cleaner once a fortnight, which is fantastic.’

				Philip changed his life to work at the pace he felt suited him. ‘I’m doing my job by choice, not because I have to do it. It’s less high powered than my former job, but I’m now closer to my family, have less than an hour’s total commute time each day and we’ve become a one-car family.’

				Cate has realised she looks forward to her son visiting his father to enjoy some life of her own. ‘I’ve now realised that the custody arrangements that mean my son stays with his father every second weekend also mean that I get that weekend to recuperate. I can go out with friends, see non–G-rated movies in the evenings and do those pesky little tasks that can be pretty impossible with a 5 year old.’

				If you want some adult time in your life, grab it, says Kathy. ‘I am really strict with the kids being in bed at a reasonable time so that we can get some evening adult relaxation time. We sometimes watch junk television or read and try to give each other at least a couple of hours a week of individual time.’

				Jenny has a very simple solution to finding relaxation time. ‘I find that half an hour to sit in my bedroom and watch my favourite show on television can be my own personal version of happy time.’

				Simon says his wife helps him to relax. ‘I’m lucky in the way I get free time. Because I fly overseas, I get a few days at home to recuperate. Then I’m able to look after our 2 year old when my wife works — or needs a break — and pick up the other two girls from school. I wouldn’t be able to do any of it or relax without the help of my wife, Jodie.’ 

				According to Nancy, free time can’t be spontaneous. ‘You have to plan your free time. I work it out with my husband in terms of child-care arrangements.’

				Philip agrees: ‘Your needs can be communicated in advance so that babysitting is covered and you avoid double-booking social activities. The reality is that often we need to plan to be spontaneous.’

				Sometimes your partner can help you find time for yourself. Samara says that at her place, when things start to unravel, her husband says, ‘Go and have a bath’. She takes a book in for a long soak and that’s her way of relaxing and escaping. 

				Julie and her partner are another couple who negotiate time off rather than relying on spontaneity. ‘We negotiate who needs the time off the most right now and make sure it happens. After all, we rely on each other to make sure we earn enough to make ends meet, the study is going okay and the girls’ needs are being met. We both need breaks from work, the kids and each other and make sure that we schedule that time in.’

				Sonia realised that she and David weren’t doing anything together on a regular basis. ‘Our annual anniversary dinners out don’t count, so we’re doing ballroom dancing classes once a week now. David’s parents live nearby and pick up the boys from day care and school because the classes are straight after work. It’s so enjoyable doing something that takes a bit of work to get there and then learn something new. It’s also a rather romantic hobby to have.’

				At Rocky’s place, his daughter is now becoming old enough to take part in her parents’ activities. ‘Improvements to our family and home life in the past 12 months have given us more priority as a family. Helping each other is important. We’re making even more time to spend together rather than separately. We involve our young daughter more now because she’s at an age where she can come along to places with us. Spending time with our daughter and her activities has worked and the bond is even stronger. She tends to listen to us more when we have more together time.’

				Angela has the perfect solution. It may not be spontaneous, but it works. ‘Brett and I take a week off every three months and we do as much as we can to completely disappear. No mobile phones, no lap tops, no email or Internet access, no phone calls to see how things are going at work. We find that by being unavailable, we can really wind down and have a break.’

				Testing Seachange Success

				Seachanging is the move city people are making to country towns, either on the coast (seachanging) or inland (also known as treechanging). Sometimes, though, seachanges can actually take place in the city by people who downsize their work and personal lives. The goal is the same, just the location is different. Here, experts on the panel who are trying seachanges discuss whether the changes have worked for them. 

				[image: RealLifeStory.eps] Leaving Sydney for the country means Peter and his partner spend a lot more time with their kids. ‘We earn a quarter of the money we did in Sydney but somehow live pretty well because we don’t shell out money every time we walk out the door. We eat locally grown fresh foods, get to drop the kids at school each day and have a wonderful caring, friendly and helpful community. We know everyone in our street and we’re not all trying to build a bigger house or get a newer car than our neighbours. We have dozens of seachangers in our area and not one has ever mentioned any regrets or desire to go back to what they had in Sydney.

				Michelle and her family moved to a coastal town to find seachanging has given them more time. ‘Moving here has made me realise that wealth is not about a bank balance, but about how much free time I’ve been given to enjoy life with my kids, help them out at school, feel more relaxed at home and have more time to spend with my husband. Just the difference in commuting means far more time for yourself. What I’d say to anyone considering changing their life is: Stop killing yourself by overworking and living in a city full of smog, pollution and traffic and find somewhere you can stop, sit and think; to enjoy the good things in your life.’

				Seachanges don’t always mean moving house. Rob left his ‘thankless’ desk job in the city. ‘I worked my butt off for faceless shareholders there. Now I run my own business from home and I spend most of the day outdoors. I know so many people in my community, something I never experienced when I worked in an office. I can pick and choose my clients, my hours and the types of jobs I want to do. My seachange hasn’t involved shifting out of the city but it has sure changed the way I live my life.’

				David threw in his overworked, profit-driven job to find something he enjoyed. ‘I work as a masseuse on Monday nights and Fridays and have a second job at a car rental firm on the weekends. I approach my environmental studies like a job — I’m there all day from Tuesday to Thursday and spend every bit of free time between lectures and tutes on reading, researching and doing my assignments. That way, when I’m home, I’m on deck for my wife and our three kids. Changing jobs meant pulling in the belts. However, my environmental studies and work — even helping people in pain through my masseuse skills — has made me feel so much happier because I know I’m making a difference.’

				Retraining can feel like a seachange because it can change your life. For Samara, distance education is a type of training that suits her lifestyle and family. ‘I may be contributing to the coffers by working as a barista in my friend’s espresso van when I can fit it in between my studies and looking after our three kids, but distance studies in education is my longer-term career plan. I’m so grateful for the freedom I get to study by correspondence because I wouldn’t be able to make structured lectures with a 1 year old, a 3 year old and an 8 year old to care for. At times I can do heaps of writing and assignments. At other times, months pass before I get to do any study at all. It’s all theoretical seachange for us because we’ve gone from a relatively high-income, stressed-out, unhappy household to a much more ramshackle, simpler and happy family.’

			

		

	
		
			
				Chapter 17

				Ten Things to Teach Your Kids

				In This Chapter

				[image: missing image file]	Eating at the dinner table

				[image: missing image file]	Keeping fit

				[image: missing image file]	Respecting the environment

				[image: missing image file]	Working with your children

				The demands of work and home often feel like they are competing with each other, at opposite ends of the long list of responsibilities you have to undertake. This conflict for your time and energy can be reduced if you can combine family time with genuine opportunities for fun and relaxation instead of housework, nagging and additional stress. These tips will give you easy starting points to make the most of your family time and set an example for your children.

				Eating Dinner Together

				Sharing dinner together gives your family time to find out about each others’ lives. And dinner time is when parents can sit back and listen. Prepare the dinner table with all distractions removed — no computer left on, the television switched off and the answering machine dealing with any phone calls (at meal times it is often telemarketers anyway). This means that you can eat and talk and give your children your full attention. 

				Genuinely listening to your children during your evening meal assures them that you’re interested in them and value their role in the family (refer to Chapter 3 for more on families). 

				[image: RealLifeStory.eps] Jill is a university administrator with three children. ‘Our family is very busy. We always make sure we have a family meal around the table in the evenings. Eating together means we have a healthy meal and the food is part of our daily ritual. Without dinner at the table, I think we’d barely find time to talk, not because we dislike one another but because we’re never in the same room at the same time. At dinner, we can concentrate on the food we’re eating and on each other. Conflicts are resolved and problems family members may have with the outside world are discussed. Dinner is the most important part of my day, every day of the year. And the part I look forward to most.’

				Having Fun Holidays

				Teach your kids to enjoy their holidays. After all, they did their homework, completed their projects on time and made the sports team — didn’t they? 

				Holidays are not only times for rest. More importantly, holidays are a chance for a family to spend all day every day together. These valuable interludes to your busy life are precious for strengthening relationships within a family.

				Children change as they grow and busy parents sometimes miss those changes. Holidays give you time to catch up if your work/life balance for the rest of the year isn’t quite up to standard. Here’s a guide to planning a successful holiday: 

				[image: check.png] Being bored is not a bad thing. Allow your kids to feel bored. When you hear them complain, feel free to tell them to find something to do. Encourage kids to think up activities that they like doing. Get them to make a list and then tick off each activity as they do it. 

				[image: check.png] Encourage hobbies and interests. Look into what children’s summer courses and day programs are available in your local area. Most libraries, community centres, schools and sports centres have activities designed to encourage kids to try new experiences.

				[image: check.png] Get the whole family to decide on activities. Allowing children to be a part of the decision-making process is a great way to build their self-esteem. Children love making decisions so use holiday time to give them plenty of opportunities. Of course, you also have to work out the best way to gently replace a not-so-practical decision with another one. 

				[image: check.png] Laze around. Lazing is okay for kids (and you) when you’re on holidays. Like you, kids need some unstructured time to just hang around watching television, playing on the computer or listening to music. The holiday belongs to them too and they need to rest and refresh themselves. 

				[image: check.png] Leave information and rules. When you have to leave your older children alone at home during the school holidays while you’re at work, give them clear instructions about what to do if a problem arises. Leave a list of phone numbers of people who they can contact. 

				[image: check.png] Plan ahead and get your diary out. When you can’t take a break during school holidays, look for what child-care options are available in your area ahead of time. Also, see if other parents in your child’s class may be interested in scheduling in some days where you can take turns looking after each other’s kids for a day or two. Better still, if you can mix some days of your annual leave into the school holidays, plus swap days with other parents and books in some vacation care, you’re going to find that the holidays are organised.

				Making Family Time a Priority

				Dinner isn’t the only time when families can get together in a normal working and school week. Kids are natural lovers of having fun so find times when you can enhance this lovely characteristic and get them enjoying life as much as possible. Here are some positive ways to show your children that you have plenty of time for them.

				[image: check.png] Book a day off work once month. Even if you stay at home together, this day off can never involve bringing work home, answering the mobile phone or doing any housework — or school homework for that matter, unless the child wants to use the time to finish a project with you helping. Keep the television turned off, pull the cover over the computer and don’t accept any social invitations that day. If you want to get out of the house, try a long drive with a picnic, a day at the beach, a visit to a museum or a wildlife park. At the end of the day, you all feel refreshed and renewed.

				[image: check.png] Plan family outings ahead of time. The secret to successful, relaxed family outings is to plan ahead of time and not have everyone rushing around at the last minute trying to find beach gear, sunscreen and something to pack for lunch. Organise what you need the day before, then get out of the house to go to the place you’ve checked is open, has parking, and so on, so nothing is left to chance to spoil your day.

				[image: check.png] Start a family calendar. Encourage children to keep a diary when they’re at an age where they’re so busy they start forgetting commitments. Then set up a family diary that everyone can use. One of those annual calendars from the butcher, the baker or the candlestick maker is ideal. Hang the calendar in a prominent place so everyone can see what’s happening on particular days. 

				Turn Off the Television

				Spending every night slumped on the couch staring at a square screen isn’t going to encourage family conversation or imaginative activities. If turning off the television is difficult in your house, put up a case at dinner for a television-free night once a week. That way everyone can decide the night they can do without. If you can’t find a common night, you may have to toss a coin at the end. If you’re not eating dinner around the table, the television-free night is a great time to start. Here are some tips to make the dinner-table conversation more fun whether you’re used to eating together or not:

				[image: check.png] Bring out the board games. Teach your kids how to play any of the hundreds of board games available (they make great Christmas and birthday presents). Do a not-too-hard jigsaw on a board that you can put away and bring out another night after dinner. Play easy card games, such as Uno or Spoons. Chances are the kids are going to love the same games you played as a kid.

				[image: check.png] Find a shared hobby or project. Choose a fun activity that keeps you and your child’s interest and is something you can look forward to doing and talking about afterwards. Cooking, painting and fishing (and cooking the catch) are three of the most popular choices. You’re sure to find your child attracted to one of these activities. You also get to show your child another side of your character when you’re concentrating on doing something with them. And you get more opportunities to talk with your child.

				[image: check.png] Have a weekly family night. Schedule one week night for every member of the family to be home in time for dinner. This is especially important with teenagers. Make sure everyone agrees on the night. You can take it in turns to cook dinner (or do it in teams) and then take it in turns to decide what family activities you can do — go for a walk, take a star chart outside to identify groups of stars, roast marshmallows on a camp fire in the garden — as long as you do it together.

				[image: check.png] Tell them your stories. Believe it or not, kids love to hear about what you did when you were their age, especially if the adventures you reveal involve danger, crazy ideas, getting into trouble or an hilarious ending. Psychologists have found that people tend to emphasise positive emotions when telling a story and you can find it relatively easy to add a moral or happy outcome to your reminiscences.

				Being Available

				Busy parents have a habit of taking shortcuts when they need to communicate something to a child. Whether the message is positive or punitive, send only one message — directly from you to the child.

				Finding the time to have a conversation with your child is a priority. Remember, when you talk to a young child regularly — discussing positive and negative matters — you’re going to find talking to that child as a teenager much easier because the pattern is set. This preparation can be quite an advantage with a teenager — especially one of the silent variety.

				[image: check.png] Communicate directly: Don’t pass messages to your child via your partner. Your child doesn’t want to hear it from someone else, your child wants to hear it you. A few minutes of conversation with you means more to your children than what Mum said that you said to tell them about. 

				[image: check.png] Find 15 minutes: Every parent can find 15 minutes to spend with their children in the evenings after school and work. This can be cuddle time, walking time, sitting in their room talking just to them or time to look through their school books.

				[image: check.png] Help with homework: Homework time is a great time to show your children that you’re interested in their learning and are prepared to spend time helping and encouraging them. Don’t ever do the homework for them. 

				[image: check.png] Let your fingers do the walking: When you’re still at work when the kids arrive home from school, or when you’re required to travel as part of your work, make a specific time each day to call the kids for a conversation. Stick to that time because the regularity gives your children another opportunity to talk to you about the events of their day at a time that suits you. 

				[image: check.png] Offer one-on-one time: Being available to your child is not restricted to when you’re at home. Taking your child out to a cafe for a babycino or an ice-cream, or out to breakfast with just you is a nice way to have some time alone together without competing with your partner, other siblings or dealing with interruptions. Better still, make it a weekly event and stick to it. You’re going to find that you both look forward to this outing. This is an ideal opportunity to find out more about what’s going on in your child’s life. 

				[image: check.png] Read together: Education experts have been saying for years that reading to — and with — your children not only encourages a love of stories, but also increases their literacy levels and continued love of books. Add to those benefits the fact that reading is a lovely way to get close to your children and gives you a privileged glimpse into what interests them.

				[image: check.png] Tell them their strengths: When tucking your kids into bed or getting them up for school, try telling your kids what you admire about them. Children love hearing about what you value and appreciate about them and respond so positively to praise that it can improve their behaviour and willingness to help you out with manageable tasks.

				Keeping Fit

				My parents, despite trying to raise three children with no additional babysitting or child care nearby, always made an effort to remain fit and healthy through exercise. They ensured they had time for evening basketball games, netball, tennis, cricket, volleyball, running, keep-fit classes or early-morning games of golf. Their love of sport rubbed off on all of us children.

				Kids who are 10 and older can use their bikes to get to school or friends’ houses (with prior arrangement between the parents, of course), giving them (and you) freedom, saving the use of the car and providing a good source of exercise. Try it for yourself: Ride a bike to work instead of taking the bus, or make plans to go for a Sunday morning bike ride in your local area. Most councils are installing and maintaining bike paths in parks to encourage an increase in the number of pedal-powered people.

				Activities you can do to encourage your kids to exercise include the following:

				[image: check.png] Arrange activities with the parents of your kids’ friends. Go for a regular walk and finish at a café that has food the kids like. 

				[image: check.png] Coach your kid’s sports team or be a helper. Get out there one night after school to help the Under 10s Thunderbirds score accurate goals, or offer to wash the football shirts to show your child that you’re interested in watching them play sport and being a part of the action.

				[image: check.png] Play a sport together. My daughter and I have started karate and friends of ours do swimming classes together. Make this decision together.

				[image: check.png] Plan active outings for the family such as swimming or bushwalking. 

				[image: check.png] Set limits on time spent in front of the television and computer. 

				[image: check.png] Take your bikes for a ride. Be active with your children. Don’t sit on the sidelines. When they see you riding, they’re going to want to ride too.

				[image: check.png] Walk or cycle to the shops. 

				Are You Having a Laugh?

				‘Are you having a laugh?’ may be the funny line in the television comedy, Extras, but it has very real-life connotations. (By the way, Extras is on late at night for good reasons so I’m not recommending the kids have a laugh too.) Kids love humour. You only have to watch them at it. They laugh at a corny old joke book, a classic funny movie or just goofing around at home. Laughter is contagious and an utterly brilliant way for parents and children to connect with each other. A key part of successful and happy families is their encouragement and freedom to explore humour, laughter, wit and inside jokes. 

				Experts tell us that people are 30 times more likely to laugh in groups than alone and, not surprisingly, laughter is associated with helping people develop closer bonds to each other. Laughter can also help to diffuse stress and make you see the funny side of a situation instead of the negative side. 

				Respecting Your Environment

				Your children are very likely to be learning about how to respect and maintain a sustainable environment in their childcare centres, kindergartens and schools. You have a great opportunity to apply these principles with your children at home too. Some activities you can try with your kids include 

				[image: check.png] Buying recycled and biodegradable products. Toilet paper, paper (or use leftover, non-confidential paper from your workplace), laundry and dish-washing detergents, non-toxic paints and furniture, which are made from sustainable, natural products, help the environment. Kids who are at reading age love coming along to help you find the right product.

				[image: check.png] Controlling the rubbish bins. Help your kids set up separate bins or boxes for daily recycling — one for paper and cardboard, bottles and plastics, garden compost and general rubbish. Doing this helps kids learn about how much waste your household produces and how much waste you can prevent going to landfill. Not only that, but it makes doing the bins each week a fair bit easier.

				[image: check.png] Eating fresh fruit and vegetables in season. You can also show children how to recognise good quality produce from the poorer versions.

				[image: check.png] Gardening. Whether you have only a few window boxes and pots or whether you have a large backyard, gardening is a great hobby that allows you to work productively together outside and contribute to your family’s needs. To make gardening a fulfilling part of your family lifestyle, include

				•	Making compost from food scraps as a natural form of recycling.

				•	Maintaining a healthy diet. Teach the kids how to pick, prepare and cook fresh meals from food they grew themselves.

				•	Planning a project garden plot together. Allow each family member to select a herb, fruit and vegetable they want to plant, grow and eat from the garden and work out the location, size, seasons and how the garden is to be watered, composted and weeded.

				•	Researching the Internet to discover answers to gardening queries. Kids love to do this part of the job. 

				•	Showing your kids the importance of water and its appropriate uses. Collect and use grey water from baths and showers, installing rainwater tanks, planting drought-tolerant native plants, and so on. 

				•	Working a worm farm. Not every child is going to be fascinated with gardening, or have the patience to wait for the potatoes to grow. Having a worm farm (available in varying sizes) is a good source of mulch for the garden and can be very interesting for kids who love getting dirt under their fingernails and enjoy the grosser aspects of nature.

				•	Closing doors to keep heat in and covering windows to shade the house from the sun

				•	Turning off lights when leaving a room

				•	Turning off switches at power points

				•	Turning the heating down a couple of degrees in winter and the cooling up a couple of degrees in summer

				[image: check.png] Turning off taps. Explain to your kids that approximately 15 litres of water is wasted and washed down the drain if the tap is left on while cleaning their teeth. Wet the brush to start and turn the tap on again to clean and rinse. 

				See Sustainable Living For Dummies by Michael Grosvenor for practical steps your family can take to adapt your home to a more sustainable and environmentally friendly lifestyle.

				Helping Out

				Show children how to do specific jobs around the house so that they can contribute to the family and see the value in helping others. The younger the child, the more supervision is required from you. Look for chances for jobs they can do by themselves and praise them for their efforts. Not too many children get to wipe the dishes any more, but children can help make beds, tidy, sort the washing and hang it to dry, clean the car and do more jobs around the house.

				Set tasks that are to be your child’s responsibility. That way the pocket money is genuinely earned. Here are some tasks to start:

				[image: check.png] Collecting the mail (including junk mail)

				[image: check.png] Feeding and grooming pets

				[image: check.png] Getting ready for school by laying out their school clothes and packing their bags the night before

				[image: check.png] Keeping their rooms tidy (the biggest challenge of all)

				[image: check.png] Loading the dishwasher

				[image: check.png] Putting school bags, books, toys and clothes in the right places

				[image: check.png] Setting and clearing the dinner table

				[image: check.png] Sorting out recycling for the weekly collection

				[image: check.png] Trying simple garden tasks, such as watering seedlings, weeding or picking ripe produce

				Being Cool about Not Being a Consumer

				Peer group pressure can exert a much stronger influence on children than that of their daggy old parents. However, many popular books, movies, magazines and other junior and teenage media frequently contain the message that being the person you want to be is better than blindly following what others are doing.

				In my day, wearing or even being seen stepping into a second-hand shop was social death. Thankfully, that rule has changed — even A-list celebrities are doing it, although old clothes are called vintage now, instead of second hand. Functional bags and jackets are being creatively made from old sugar bags, advertising signs and even fruit juice boxes, and the idea of spending money responsibly — instead of irresponsibly — is rapidly gaining social status.

				Encourage your children to spend money wisely. Take the kids to browse in your local second-hand shop, and make a point of popping into them on your holidays or Sunday drives into smaller country towns. Even if you don’t buy anything the first few times, have a few conversations about how you could use, say, that groovy fondue set for a fun family night, or how your friend who loves to redecorate would love the ethnic tablecloths on sale. 

				Set an example for your children. If you look hard enough, you can find an item (or several) of clothing that is filled with possibilities. I’ve found real designer pieces that I’ve been thrilled to recycle and wear. My daughter has been almost exclusively dressed by the Lifeline charity shop where my mother works because children’s clothes are often barely worn before they’re too small for the child. Explain to the child that money spent in shops run by charities means the money goes to a good cause. Naturally, shopping there saves money for you as well.

				Many parents feel guilty about working full time, part time or not having the amount of free time they’d like to devote to their children. They then buy their kids stuff to show their love and to ease their guilt. This then turns into a cycle of buying more for the kids to make up for the time spent at work, which increases spending and debt, which means they have to work harder to pay for the things they’re buying more of, and so on. 

				If you go way, way back, deeply into the mists of time to your own upbringing, you may remember that a lot of the things you really yearned for — Donkey Kong II and designer jeans in my case — were paid for out of your hard-earned pocket money. And very likely you looked after these items because you appreciated how long you had saved your money for them. Try this approach with your kids. Chat to other parents to gauge what an appropriate amount of pocket money should be, and then stick to that amount. Remind yourself that your children get lots of gifts at birthdays and Christmas time, and that they should be able to save or plan for any other additional luxuries themselves.

			

		

	
		
			
				Chapter 18

				Ten Ways to Motivate Your  Work Mates

				In This Chapter

				[image: missing image file]	Being in charge of your job

				[image: missing image file]	Avoiding longer working hours

				[image: missing image file]	Enjoying your time off

				Bosses and trade unions are not the only people who can influence the working arrangements for you and your work colleagues. You can influence them too — individually and as a group.

				This chapter looks at the various ways you — as an employee — can research and put together a case to improve working conditions in the place that employs you.

				Taking Control of Your Workload

				Controlling what you do at work isn’t as tough as it sounds. Sure you have a boss who has the right to make the final decision on what you do. But how and when you fulfil your tasks is largely up to you. Electronic diary planners are now standard in-office systems and can be used to plan your work day. Some simple steps to making your eight hours at work more productive include the points listed on the following page.

				[image: check.png] Checking email twice a day. Twice a day is the maximum. An entire book could be written about email, but here are a few key tips. Only check your email after 10 am, which gives you at least one hour to work on your top priority for the day before being distracted by ‘who left their green umbrella in reception’ and endless ‘reply all’ emails. After working intently on a big ticket item, book half an hour in the morning to work on your email and another time in the afternoon. Making two separate times enables you to devote your energy to your messages and provides your busy brain with a bit of down time when reading and responding to emails without wasting time throughout the day. Turn off your sound and icon new-mail notifiers so that you’re not tempted to stop what you’re doing and goof off in the inbox.

				[image: TIP.eps][image: check.png] Embracing online aids. Make your online diary available to everyone in your team and encourage them to do the same. This may take some paper professionals a bit of getting used to, but this is an effective way to prevent being double-booked for meetings and can be a measure of where you spend your time.

				[image: check.png] Gearing up to goof off. Use your diary to plan your down time from the job as well. Leave a 15-minute gap between meetings to walk back to your office or to take notes or simply wind down. Don’t forget to find some time to stretch or have a coffee break. That doesn’t mean you need to write ‘Coffee break’ in your diary. Use a code word for personal entries (such as Project X) so that you’re not double-booked by someone else who thinks that your break time is free time. When your energy is at its lowest (after 3 pm for me), book time for filing, tidying or meeting up with someone to discuss an issue at their desk. That way the time is still used wisely and is explained, but isn’t as taxing as the 2-hour blocks of focused report writing, for instance.

				[image: check.png] Knowing thyself. Think about when you’re at your most productive. Is it mid morning after the second cup of coffee has kicked in or do you feel like you’re warming up by mid afternoon? Whatever the time frame, use your ‘on’ time to block out chunks of time (half an hour to two hours) for working on your priority projects or tasks that need your undivided attention.

				Refer to Chapter 6 for ways to use your working hours more effectively.

				Leaving Work on Time

				This can be difficult if you work in a place where leaving at 5 pm is like doing the Walk of Shame as one of the people I interviewed described it. 

				Here’s where your timesheet and your electronic diary can be very effective. Use your diary to block out time from 4.30 pm. My previous boss had no meetings after 4.30 pm and blocked out the time to prevent being caught up at work beyond 5 pm. This was generally respected and adhered to by the staff. 

				If you’re required to keep a timesheet, then grit your teeth and smile through the folk glancing down at their watches when you leave at 5 pm and remind yourself that you’ve done your allotted hours. If you’re not required to keep a timesheet, try finding a template on the Internet and using one. Timesheets can be handy to show your manager what hours you’re putting in and make you feel more comfortable about leaving on time.

				Other strategies used by people to make sure they leave on time, include

				[image: check.png] Being part of a car pool that leaves at a pre-scheduled time each day.

				[image: check.png] Being picked up at an arranged time by their partners.

				[image: check.png] Belonging to a bike or walking group that walks home at an arranged time.

				[image: check.png] Having a particular bus or train to catch (or risk waiting another hour).

				Loving Your Lunch Break

				You would have read on many other occasions that you need to take regular breaks of at least five minutes each to give your brain and eyes a rest from staring at the computer, complex financial reports or report writing. However, staying tied to the desk for much longer periods in the hope that getting it all over and done with is worth it in the end seems easier.

				Research shows that working without decent break times means that you actually become far less effective. One recent study suggested that working 12-hour days in the medical arena was equivalent to driving with a blood-alcohol level of more than 0.08. Fatigue can affect decision making, accuracy and productivity and taking ten minutes time to go for a walk around the block or sip a cup of tea is not a huge chunk out of your busy day. 

				As for lunch, try your best to avoid eating over your keyboard. If you must stay inside, use your lunch break to run errands in cyberspace, such as online banking, grocery shopping, finding gifts, and so on. Chapter 7 has more ideas on how to make the most of your breaks.

				Most importantly, get outside and away from the confines of your workplace at lunch time. Eat your sandwiches in a park, go for a walk, meet with a friend, do a five-minute meditation in the sunshine. Chapter 4 has some suggestions on how you can improve your health and why keeping the body as well as the brain in top condition is important. 

				Walking and Talking 

				I’m now going to blush and admit that I’ve been guilty of this — sending a work mate, who only sits several metres away, an email instead of walking over and talking with her. Many reasons are given for this strange behaviour that’s developed in offices since emails came into being — you don’t want to disturb your colleague, putting what you want to say in writing is easier, you need to keep a copy of the details in the email, you’ve passed on a problem to them, and so on. Sending emails within an office clogs up your colleague’s inbox and your sent box, and then your inbox when they reply. Sending emails also robs an office of the camaraderie that’s needed for people who work together.

				Here’s a challenge for 21st century movers and shakers: How about walking over to your colleague and speaking to them instead of sending an email? I know of several people who set aside one day a week when they don’t check or send emails and instead use the phone or actually meet people in person. Meeting people is a far better way of networking than impersonal emailing. And another challenge: Turn off your mobile phone when you’re walking and talking. Do this and you show the other person that he or she has your undivided attention and that you really value spending some time together. Phone calls can wait. That’s why message services were invented.

				Taking Time Off

				Repeat after me: ‘I am brilliant at my job and everyone loves me but I am NOT indispensable to the running of the office. I am not a machine; I am a human being who needs to take time off every now and then.’ Got that?

				I have no doubt that you have some responsibilities that only you can do well or where you know the full story about that particular customer’s needs and background. But if you don’t go on leave, you’re denying someone else the opportunity to have a go and learn on the job. You could also be sending the message that you don’t trust or value anyone else enough to let go of the reins once in a while.

				Time off can be spent at home, away somewhere exciting with your partner and family as a way of re-establishing a connection or even on your own. In this era of changing jobs more frequently than the previous generation, partners may find that they have different amounts of leave. Taking a break on your own can be a better way of recharging and doing something your partner isn’t interested in (fishing, in my case) than hanging around the house, feeling as though you’re letting an opportunity for self development pass you by. 

				The Australia Institute has reported on how many Australians don’t take their full holiday leave entitlements each year, citing overwork, fear of emergencies occurring in their absence and worry that no-one else can deal with their work as well as they can, as some of the reasons they stay chained to their desks. As with long working hours, working without some time off to rest and recharge is not sustainable. Burned-out employees are likely to wind up producing less quality and quantity of work and suffer more health problems.

				I knew it was time for a holiday when I caught myself dialling zero before the phone number at home.

				Creating a Brilliant Business Case 

				If you’re interested in reducing your working hours, or working four longer days for a fifth day off (called compressed hours), or working from home a couple of days a week, or starting earlier and finishing earlier, then tackle your request as you would any other business manoeuvre. Present your request professionally. Find out what your colleagues use in terms of flexible working options and what workers in other departments in your organisation have in place. Look at similar jobs in similar industries. Often, an organisation’s policies and templates can be found on their Web sites, or you can contact human resources (HR) offices. 

				Collect some relevant case studies on employers and employees accessing the types of working arrangements that interest you. Good places to start include the Web sites of the Australian Bureau of Statistics, the Australian Government Equal Opportunity for Women in the Workplace Agency, the Department of Education, Employment and Workplace Relations and the Diversity Council of Australia. These sites provide good examples of how flexible working can increase productivity and employee morale and also reduce absenteeism and recruitment costs. For coverage of the whole subject of flexible working arrangements, refer to Chapter 8. 

				Working from Home

				Unless you’re like Charlie’s father in Charlie and the Chocolate Factory and have to be at the conveyor belt screwing on each and every toothpaste cap, you can find many opportunities to work from home (telecommuting). As with other flexible working options, how you request to work from home depends on your approach and what preparation you make to anticipate objections, produce relevant examples of how telecommuting works in your work situation and guidelines that your manager can feel comfortable using.

				The Australian Work and Family Awards are convened by the Australian Government Department of Education, Employment and Workplace Relations and provide some very useful sources of information about what best-practice employers of all sizes and industry types are doing to provide work-from-home opportunities. You can also find research done by the Australian Telework Advisory Committee (ATAC), which was appointed by the Australian Government to discuss how telecommuting can be used more effectively by Australian employers. 

				If you have already negotiated a work-from-home arrangement, here are some quick hints to help you make the arrangement work for you and your employer:

				[image: check.png] Be flexible. By all means let your colleagues know when you’re available to attend meetings in the workplace, but try to accommodate their requests for meetings or out-of-agreed-hours work when you can. Being approachable means that you’re being flexible.

				[image: check.png] Communicate regularly with your boss. Let your boss know your progress. This can be a brief dot-point email that lists the projects you’re working on, what stages you’re at with each and any key tasks on your ‘to do’ list. This makes your boss feel informed and able to discuss any work issues or changes with you.

				[image: check.png] Make sure that you’re easily contactable. Be contactable by telephone, mobile and email for any urgent queries that may arise. Return any calls promptly to assure your boss that you’re accessible and following up queries in a timely manner.

				[image: check.png] Make sure you and your boss agree on what work you’re doing at home. Be very clear about how often you’re working from home, which days you’re out of the office and how your performance is to be measured.

				[image: check.png] Set specific times for work and stick to them. Do this and you avoid the distractions of being at home, such as doing the housework instead of writing a report, putting on a load of washing to avoid data analysis, cooking several meals for freezing to put off creating the new spreadsheet, and so on. Your work time needs to be as structured at home as it is in the office in order to complete your workload.

				Leading by Example

				Many workplaces have good work/life balance policies and options for working more flexibly, but still languish under a culture of long working hours and a sign of weakness when you take time off. Sometimes working-hour policies exist but no-one wants to be the first to step out of the crowd and take up the options. You can be the one: Show your leadership qualities by leaving on time and taking your allotted annual leave. And assert yourself by trying the following:

				[image: check.png] Be green. Become the green god or goddess of your workplace by asking people to recycle discarded printer paper and use the other side for note paper. Put in recycling bins for glass, paper and plastics. Try low-energy light bulbs and move towards greener office products. For many ways you can make a difference, see Sustainable Living For Dummies by Michael Grosvenor.

				[image: check.png] Have an interest or hobby outside work. Have you ever held a conversation with co-workers more senior than you and discovered that they’ve run the New York marathon three times, or have built their own fishing boat? Often, highly successful people have fulfilling interests outside of work that not only help reduce work stress but also provide some self-development and personal satisfaction. It can also be a way of extending a side of yourself that you rarely get to use in work. Dean is a meteorologist and as such focuses his energies at work on logic, analysis, mathematics, physics and programming. In the evenings, he creates gourmet meals that are delicious to eat, is learning the piano and set up his own gym. He says, ‘These activities help me use some of my untapped creative side and I really look forward to them.’

				[image: check.png] Have breakfast with your family. Why have a stale muffin and an over-priced coffee over your laptop when you can spend 15 minutes in the morning having breakfast with your kids? Jill and her partner get up earlier and make coffee. ‘That quarter of an hour allows us to plan the rest of the day together before things get really crazy when the kids wake up.’

				[image: check.png] Outsource to increase your free time. Talk to your work mates and find out how many of the team have help at home. If they spend most of their time in the office doing 10-hour plus stretches, then logic has it that no time’s left for household chores. Cleaners and gardeners come fairly cheap. The difference is that when you hire them to keep your home in shape, you lose all that stress of worrying about when you’re going to have time to do the work. Dozens of franchise industries cater to working people in the fields of ironing, maintenance, dog walking and grooming, pre-cooked healthy meals and personal fitness training. 

				[image: check.png] Men are supposed to enjoy gardening but Kym told me he hated spending half of his weekend in the garden and he and his wife decided paying someone to do the work and then enjoying the ambience of the garden at weekends was worth the cost. ‘It means I get more time with the kids after a busy week at work.’ 

				[image: check.png] Ride your bike or walk to work. I know I’ve recommended this before, but riding a bike is so good for you. Your health and fitness benefit, your mental health (nothing like a good half an hour outside in the fresh air to help you solve a nagging problem) improves and the planet has less fumes to deal with (okay, one little bike doesn’t make a difference but it’s the principle that counts). You may find that a work mate who lives near you may also decide to join you.

				[image: check.png] Value your health. The best times to exercise are first thing in the morning before breakfast, at lunch times or straight after work before going home. Refer to Chapter 4 for more ideas on how to incorporate exercise into your life.

				Being Nice

				Don’t whinge about what’s wrong at work because that helps make your workplace even more miserable. Be proactive and think up solutions or new ways of doing things instead. Make a time to meet up with your boss and provide some ideas for changes instead of just complaints. 

				You know that answering the phone with a smile or approaching a client with a smile always works — well, almost always. Psychological studies find that by choosing to approach a task or the day in a positive way, you contribute a great deal to your inner sense of optimism. As you get out of bed in the morning, try asking yourself, ‘Am I going to choose to feel grumpy and sorry for myself or smile and look forward to the good things that can happen today?’ Corny? Yes. True? Yes. 

				Other tips you can try include

				[image: check.png] Acknowledging the contributions of others in your projects and tasks. Nothing is sourer than seeing your immediate boss or colleague take the praise or promotion for something without acknowledging your efforts in their work. Make sure you thank and acknowledge the co-workers who help you. Not only is offering credits an important relationship builder but those people are going to be prepared to work with you on future projects.

				[image: check.png] Avoiding participating in office gossip. You don’t necessarily have to butt in and shut it down, but don’t put in your own ten cents’ worth. It is destructive and unprofessional and rumours can get wildly out of hand and into the wrong ears.

				[image: check.png] Being an active listener. Don’t fiddle with your SMS screen or tap at emails when someone is talking to you. Turn off your mobile so you can give them your full attention.

				[image: check.png] Being on time with your work. If you have agreed to produce work by a certain due date, stick to it. You risk letting others down as well as yourself when you don’t fulfil your side of the bargain.

				[image: check.png] Contributing at team meetings. People who sit in silence during meetings and then gripe later are disconcerting. You don’t have to chat during a meeting when you’ve nothing to offer, but raising an issue that concerns or interests you is important.

				[image: check.png] Picking your passions. When decisions are made that you disagree with, choose the one or two most important to discuss. When others arise, leave them for another time. When you challenge every decision made at every meeting, you end up being shunned by your team and ignored as a drama queen (men can be drama queens too). Decide which events are going to be catastrophes and which you can live with.

				[image: check.png] Sharing your ideas. You never know what others can contribute in terms of work or advice until you discuss your work with them. Build up a network in your office and offer suggestions in return for accepting suggestions from your colleagues.

				Being a Genuine Team Member

				Everyone says in their job interviews that they like working in teams and are team players. The way to prove that you are a team player is to show your support for your colleagues. Being approachable and offering to participate in a group project, or helping complete a priority task before a deadline, is an invaluable way of contributing towards the larger goals and targets of your workplace. This shows the boss that you’re prepared to work hard when it’s required of you.

				Being mindful of the needs of new employees with flexible working arrangements or those who return to work after taking time off to raise children is another way to help out. Ask a new colleague whether they would like to shadow you (sit with you and work together) until they’re up to speed on the relevant procedures and computer programs. Help provide on-the-job training to colleagues who need it. 

				Keep communicating with your team mates. It is very frustrating to miss out on important news or feedback because a colleague hasn’t passed the information on. Keep your workmates informed via a brief email or verbal update on what tasks you have on your plate and where you’re up to on each of them (it also helps them if you have an unplanned absence due to illness or emergency so that they can pick up where you left off).

				Other ways to contribute include 

				[image: check.png] Avoiding use of the ‘Reply all’ email or sending unimportant emails to busy team members.

				[image: check.png] Laughing. Times are when a well-timed joke or a laugh work better than an ‘I told you so’. Laughing decreases stress and tensions in the workplace. Refer to Chapter 3 for more information about using laughter to improve your health.

				[image: check.png] Offering to mentor a younger colleague.

				[image: check.png] Setting up a lunch-time walking group or yoga class for interested staff.

				[image: check.png] Sharing your lists of contacts and networks with your team mates to help them in their work.

				[image: check.png] Organising team morning teas, lunches and family days.

				[image: check.png] Volunteering to work on an inter-departmental project or committee to get to know more people outside of your specific unit.
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