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ENHANCE YOUR WORKING MEMORY 

________________________________________________________________________ 

  

It happens to all of us. We forget the phone number we just looked up, the name of the girl we 

just met, where we set the keys just a minute ago. While all of these can be frustrating 

moments, they’re signs of a much bigger underlying problem – a poor working memory. 

We use our working memory every day as we read, write, plan, organize, follow a 

conversation, or follow directions. Furthermore, through various tricks and strategies, it’s 

possible to train your working memory over time to become more effective, especially in terms 

of professional efficacy. 

Break information into manageable chunks 

Your working memory has trouble handling large amounts of information at once, so it’s best 

to break thoughts up into manageable categories. If you have a lot of things to remember at 

once, try grouping everything into chunks that you can consider individually. For example, if 

you’re trying to remember a long shopping list, you may want to divide it into dairy, meat, and 

vegetable sections to make everything easier to call to mind later. 

Make multi-step checklists 

If you have a lot to do and are worried about forgetting or overlooking something important, it 

might help to write up a list. You can prioritize what you need to get done so that you are able 

to focus on just one thing at a time. This can make a hectic schedule much easier to handle, 

whether at home or in the office. 

Practise consistent routines 

Consistency makes it easier to remember things on a day to day basis. If you place your keys 

in a particular bowl each time you come home, then you’re likely to remember exactly where 

they are the next time you need to leave the house. Setting up and following a daily routine 

can help to take some of the stress out of busy days, as you’ll take care of the important things 

automatically.   Your working memory is what allows you to bring up relevant pieces of 

information or process ideas in the short-term. Not everyone has the same capabilities when 

it comes to working memory, however every does have the ability to improve it if they choose 

to. And needless to say, a better working memory equals a better working performance and 

overall success, so why not spend some time working on this skill 

By: Robert Chen 
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SUCCESS 

_________________________________________________________________________ 

 

Sometimes what helps us to be successful in our professional lives is not such a great idea in 

our personal lives — competition is a quality that comes to mind. At the same time, we all have 

a limited amount of time each day to do the things that we want to do by. 

Add Value 

No matter what you do and where you go, you can’t go wrong with adding value. Simply put 

value is anything that people are willing to pay for. In your professional life, the more value 

you can offer the more money you can make. In your personal life, more value translates to 

closer relationships and strong personal growth. The best way to add value is to find the 

intersection between what people are willing to pay for and what service or product you can 

offer that is aligned with your values, strengths and goals. 

How are you adding value to your employers and loved ones today? What can you do to 

increase your ability to add value? 

Be Extraordinary 

If you do the same thing as everyone else, it’s hard to be successful. It is important to find the 

edge and then push past it. That is how you become noticed and get what you want. Whether 

it is money, meaningful relationships and/or a sense of personal accomplishment, the 

extraordinary person attracts them all. 

Start Now 

There are many factors that go into become a success in both your professional and personal 

life but the one factor that is required is taking action. Most people miss out on reaching their 

full potential because they never start. They are always preparing, planning and waiting for 

the best time to start. 
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Be Resilient  

Things rarely work out the way you planned and there will always be distractions and stumbling 

blocks that you have to deal with when you are on your road to success. The key point to 

remember is to persist and to develop the courage to move on even when everyone around 

you is telling you it is ok to give up. This does not mean stubbornly holding on to your original 

plan but rather continuing to pursue your goal as long as the reasons for doing so is still valid 

(Make sure you know the “Why” of what you want). When everything seems to be going wrong, 

keep in mind that “the road to success is paved with a thousand failures” so each failure 

actually brings you closer to where you want to be. 

 

By: Mitch McCrimmon 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 

Personal Effectiveness for Business Success 
Copyright © 2018 Kwelanga Training  
 

                       

PRIORITISING IS KEY 

_________________________________________________________________________ 

 

Respect Deadlines 

When working for clients the most obvious factor that determines priority and urgency is the 

deadline. If your project has a deadline approaching or if you are behind the pace to meet a 

deadline in the future, the work should have some added urgency. Meeting deadlines is an 

important part of giving your clients a positive experience working with you, and most 

designers understand the need to use deadlines in prioritizing work 

Consider the Consequences 

Most likely there will be times where you’re not sure how you’re going to be able to get 

everything done. If you have several different things that are pressing for your attention and 

you’re not sure how to prioritize, consider the consequences of not getting the work done or 

not meeting the deadline. Chances are there will be very different consequences from one 

task to the next. 

Consider Time Required 

There may be times when you have two or more equally urgent tasks that are competing for 

your attention. However, although they are equally urgent they may not require the same 

amount of time to complete. Prioritize the tasks that will take less time to complete so that you 

can get it crossed off the list and be able to focus more effectively on the remaining tasks. 

Always Negotiate for Extra Time 

The fact is that, despite their best efforts, most freelancers underestimate how long a project 

will take. That’s because estimating is tough and there are lots of variables. It’s easy for an 

estimate to go off track. Before the deadlines pile up, the best way to keep from missing a 

deadline due to estimating error or unexpected circumstances is to ask for a little more time 

to complete the project than you think the project will take. This gives you a buffer in case 

something goes wrong. And if nothing does go wrong, you can always deliver the project early. 

Communicate Regularly 

Another important tip for juggling multiple clients is to keep in touch with each client regularly. 

That doesn’t mean that you need to overwhelm them with emails. But you should check in 

regularly on longer projects, especially when you reach milestones and make sure to answer 

their emails promptly. It’s also really important to communicate any problems or questions that 

you have. And be sure to let your client know as soon as possible if you won’t be able to deliver 

on time. 

By: Steven Snell 
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DISRUPTIVE PRACTICES FOR MAKING AND 

KEEPING PROMISES 

_________________________________________________________________________   

 

Make requests, not assignments 

This practice is not limited to hierarchical roles; requests go down, up, and sideways within 

and outside organizations.  Other roles include stakeholders and observers, but let’s be clear 

on who is being asked to deliver what to whom. 

The requester formulates an explicit request (i.e. in the form of a question, not a statement).  

For example, “Bill, can you get the spec to me by August 1?”; not “Bill, I need the spec by 

August 1.”  Bill responds by making sure he understands the specific details and expectations 

associated with the request.  A clear request is composed with a specific due date. 

Negotiate clear agreements 

This is the part about “saying what you’re going to do.”  For delivery dates that you cannot 

meet, make a counter-promise you can keep.  The requester changes from a position of hope 

(i.e. “I assigned this task to Bill with an August 1 due date, and I’m hoping he will deliver.”), to 

a position of confidence (i.e. “Bill said an August 1 delivery was really a problem for him, but 

he committed to getting it to me by August 5”). 

Decline the request if you know you will not or cannot deliver.  Make no mistake, however, this 

is a radical notion.  Allowing team members at any level to “decline” requests from upper 

management would be a very disruptive concept in most organizations today.  And yet, where 

performers never have the ability to say NO, there is not the possibility of a committed YES.  

The practice of negotiating commitments is not one most workers are adept at or even 

comfortable with; some personal courage is called for.  This practice puts the performer more 

on a peer-to-peer footing with the requester, but yields clear accountability.   

Keep communication going during the delivery stage 

Stuff happens along the way.  Agreements are not guarantees that the delivery date will be 

met, but agreements must be honoured in a manner that is far different than failing to deliver 

on an assignment dropped on your lap without dialog.  Having made a promise to deliver, the 

performer is now obliged to alert their customer as soon as anything comes up that may 

interfere with meeting their agreement.  An observable hallmark of this practice is early notice 

of potential problems with meeting a commitment.  

Present the deliverable explicitly 

The performer makes a clear statement saying “Here is what I said I would deliver” or “This is 

why I could not deliver”.  This is the essence and evidence of accountability.  In our current 

work norms, this step is frequently “fudged”.  Deliveries that are nearly complete slide in more 

or less on the day they were hoped for.  It is rare for a performer to make a clear statement 

that today I am delivering on the agreement we made. 
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When the requester, always acknowledge and assess the delivery.  Honesty and truth demand 

an assessment as to whether the delivery met the original expectations.  Answering the 

question - were you satisfied? – completes the cycle and assures closure.  This underutilized 

practice is the minimum quid pro quo to the effort of the performer and serves to represent the 

customer’s accountability to honour the agreement.  Moreover, these are the “golden 

moments” when feedback can enhance both future performance and trust.  End-of-year 

performance reviews have lost much of their value, and this practice heightens the value of 

more continuous performance feedback. 

By: David Arella 
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FINDING THE BALANCE? 

_________________________________________________________________________ 

 

Human beings are naturally social creatures – we crave friendship and positive interactions, 

just as we do food and water. So it makes sense that the better our relationships are at work, 

the happier and more productive we're going to be. Good working relationships give us several 

other benefits: our work is more enjoyable when we have good relationships with those around 

us. Also, people are more likely to go along with changes that we want to implement, and 

we're more innovative and creative. 

What's more, good relationships give us freedom: instead of spending time and energy 

overcoming the problems associated with negative relationships, we can, instead, focus on 

opportunities. Good relationships are also often necessary if we hope to develop our careers. 

After all, if your boss doesn't trust you, it's unlikely that he or she will consider you when a new 

position opens up. Overall, we all want to work with people we're on good terms with. 

We also need good working relationships with others in our professional circle. Customers, 

suppliers and key stakeholders are all essential to our success. So, it's important to build and 

maintain good relations with these people. 

 

Defining a Good Relationship 

There are several characteristics that make up good, healthy working relationships: 

1. Trust  

This is the foundation of every good relationship. When you trust your team and colleagues, 

you form a powerful bond that helps you to work and communicate more effectively. If you 

trust the people you work with, you can be open and honest in your thoughts and actions, and 

you don't have to waste time and energy "watching your back." 

2. Mutual Respect  

When you respect the people who you work with, you value their input and ideas, and they 

value yours. Working together, you can develop solutions based on your collective insight, 

wisdom and creativity. 

3. Mindfulness  

This means taking responsibility for your words and actions. Those who are mindful are careful 

and attend to what they say, and they don't let their own negative emotions impact the people 

around them. 

4. Welcoming Diversity  

People with good relationships not only accept diverse people and opinions, but they welcome 

them. For instance, when your friends and colleagues offer different opinions from yours, you 
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take the time to consider what they have to say, and factor their insights into your decision-

making. 

5. Open Communication  

We communicate all day, whether we're sending emails and IMs, or meeting face to face. The 

better and more effectively you communicate with those around you, the richer your 

relationships will be. All good relationships depend on open, honest communication. 

 

By: Gallup Organization 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 
 

Personal Effectiveness for Business Success 
Copyright © 2018 Kwelanga Training  
 

 

BUILDING BETTER WORK RELATIONSHIPS 

 

 

So, what can you do to build better relationships at work? 

Develop Your People Skills 

Good relationships start with good people skills. Take our How Good Are Your People Skills?  

quiz to find out how your "soft skills" are. For instance, how well you collaborate, communicate 

and deal with conflict. This self-test will point you to tools that will help you to deal with any 

weaknesses that you have. 

Identify Your Relationship Needs 

Look at your own relationship needs. Do you know what you need from others? And do you 

know what they need from you? Understanding these needs can be instrumental in building 

better relationships. 

Schedule Time to Build Relationships 

Devote a portion of your day toward relationship building, even if it's just 20 minutes, perhaps 

broken up into five-minute segments. 

These little interactions help build the foundation of a good relationship, especially if they're 

face-to-face. 

Focus on Your EI 

Also, spend time developing your emotional intelligence .Among other things, this is your 

ability to recognize your own emotions, and clearly understand what they're telling you. 

High EI also helps you to understand the emotions and needs of others. 

Appreciate Others 

Show your appreciation whenever someone helps you. Everyone, from your boss to the office 

cleaner, wants to feel that their work is appreciated. So, genuinely compliment the people 

around you when they do something well. This will open the door to great work relationships. 

Be Positive 

Focus on being positive. Positivity is attractive and contagious, and it will help strengthen your 

relationships with your colleagues. No one wants to be around someone who's negative all 

the time. 

Manage Your Boundaries 

Make sure that you set and manage boundaries properly – all of us want to have friends at 

work, but, occasionally, a friendship can start to impact our jobs, especially when a friend or 

colleague begins to monopolize our time. 
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If this happens, it's important that you're assertive   about your boundaries, and that you know 

how much time you can devote during the work day for social interactions. 

Avoid Gossiping 

Don't gossip – office politics and "gossip" are major relationship killers at work. If you're 

experiencing conflict with someone in your group, talk to them directly about the problem. 

Gossiping about the situation with other colleagues will only exacerbate the situation, and will 

cause mistrust and animosity between you. 

Listen Actively 

Practice active listening when you talk to your customers and colleagues. People respond to 

those who truly listen to what they have to say. Focus on listening more than you talk, and 

you'll quickly become known as someone who can be trusted. 

Difficult Relationships 

Occasionally, you'll have to work with someone you don't like, or someone that you simply 

can't relate to. But, for the sake of your work, it's essential that you maintain a professional 

relationship with them. 

When this happens, make an effort to get to know the person. It's likely that he or she knows 

full well that the two of you aren't on the best terms, so make the first move to improve the 

relationship by engaging him in a genuine conversation, or by inviting him out to lunch. 

While you're talking, try not to be too guarded. Ask him about his background, interests and 

past successes. Instead of putting energy into your differences, focus on finding things that 

you have in common. 

Just remember – not all relationships will be great; but you can make sure that they are, at 

least, workable! 

 

By: Gallup Organization 
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TEAMS WITH VISION, COMMITMENT AND 

TRUST 

____________________________________________________________________ 

 

Start with Your Ability to Relate 

 Every possibility, from landing the contract to the romantic evening hinges on your ability to 

relate. But neither profit nor pleasure are the primary motivation for teamwork. Productive 

teamwork moves you toward challenge, through change, with more confidence. Working well 

on any team generates energy and enthusiasm for life. 

Some are More Skilled than Others 

 This ability is learned. You do not need complex interaction formulas. You don't have to be 

easy-going, well-educated, hard-nosed, or even especially intelligent to build a team. You 

don't have to be anything other than yourself. You can be effective with people using common 

sense and a few fundamental principles. 

1. Vision 

 Vision means being able to excite the team with large, desired outcomes. 

Large outcomes mean devising goals that attract missionaries. The first step in vision is to 

project such a goal. This goal must be bigger than a pay check. It must contain challenge, 

appeal to personal pride, and provide an opportunity to make a difference and know it. Then 

the goal can become a powerful vision. 

Next, team leaders position the goal by picturing success. Initial questions might be, "What 

will it look like when we get there?", "What will success be like, feel like?," "How will others 

know?" When a large, missionary-friendly goal has been pictured and clearly communicated, 

the vision is complete. 

2. Commitment 

 Commitment can be a dangerous concept because of its attendant assumptions. Some may 

assume, for example, that commitment means long hours, while to others it may mean 

productivity. When expectations are defined, success rates soar. When leaders assume that 

everyone "should" be committed, as a matter of course, we overlook the difficulties many have 

with certain commitments. 

If people cannot initially commit, it doesn't mean they don't care. More often, it means they do 

care, and they are caught up in a process of doubt.  

This pre-commitment process is the same for team leaders and members. When we ponder 

a new commitment, we climb up to a kind of mental diving board. Commitments contain 

unknowns, and some warn of possible failure. It is common for people to neither jump nor 

climb back down the "ladder," but rather to stay stuck at the end of the board, immobilized in 
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pros, cons, obstacles, and worries. In this state of mind, the obstacles begin to rule, obscuring 

the vision, blunting motivation. 

 

When leaders do not understand the commitment process they tend to seek accountability 

without providing support. Without a means to process doubts and fears, people often feel 

pressured to commit, but can't. One option, often unconscious, is to pretend to commit, to say 

"yes" and mean "maybe" at best. The pretended commitment is a form of wholly unnecessary 

corporate madness. 

The solution to this set of problems is twofold: establish an atmosphere of trust, and within 

that atmosphere encourage inclusion. 

3. Trust 

 Trust is the antidote to the fears and risks attendant to meaningful commitment. Trust means 

confidence in team leadership and vision. When trust prevails, team members are more willing 

to go through a difficult process, supported through ups, downs, risk and potential loss.  

Trust is most efficiently established when leadership commits to vision first, and everyone 

knows those commitments are genuine. The process for leaders to commit is the same as for 

everyone else: assess pre-commitment doubts, questions, unknowns and fears. This involves 

three simple steps:  

• List the unknowns. 

• Assess worst case scenarios and their survivability. 

• Research the unknowns. 

4. Inclusion 

 Inclusion means getting others to commit to the team effort, helping others through their 

"diving board doubts" to genuine commitment. Since leaders now understand this process first 

hand, we need only communicate with the potential team members to complete inclusion. 

The best setting to obtain buy-in and build trust is in small groups that facilitate thorough give 

and take. The basic tasks are to communicate the vision, make sure it is understood, 

communicate leadership's commitment (including sharing risk and reward, and how), and elicit 

and address peoples' doubts. 

Leaders will need three communication skills to achieve inclusion. These are the non-

assumptive question, good listening, and directed response. 

5. Help Exchange 

 The final step in creating the team is to establish a corroborative, balanced strategy for 

reaching the committed vision. This plan will consist of all of the tasks and help exchange 

necessary to realize the overall vision. Your teammates themselves are in the best position to 

supply this information. Since by this time you have laid the groundwork for trust, and 

established good buy-in, your teammates are likely to be enthusiastically cooperative. 

 Obtaining consensus again requires use of leadership communication skills: non-assumptive 

questions, good listening, and directed response. 

By: Jim Louie 
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DECLUTTERING YOUR SPACE 

_________________________________________________________________________ 

 

A Place for Everything and Everything in Its Place - By having a designated place for supplies 

and other frequently used items (and actually using it), you should always be able to quickly 

and easily locate the things you're looking for. 

Toss, Recycle, Donate - Throw out or recycle what doesn't work, and donate what you don't 

need, don't want, or don't use. 

Go Vertical  

If you use it often, keep it close. But if you only use it once in a while, Albright says to store it 

in high or low storage spots to open up the space in between for things you do use often. She 

suggests shelving, wall baskets, wall-mounted file folders, and wall hooks as great ways to go 

vertical. 

Label, Label, Label  

 Labelling not only helps you stay better organized, it also helps others function more 

independently in your workspace. So Albright suggests that you find an easy-to-use label 

maker and start labelling! 

Create a Meeting Bin  

Never can find what you need for a meeting? How about creating a designated bin in your 

work space devoted to upcoming meetings? Whenever you find something or think of 

something you're going to need for your next meeting, put it in the bin. Then when the time 

comes for the meeting, most or all of what you need will be in one place. 

Create a Pending Folder  

A pending folder helps you clear off your desk and centralize pending projects. Albright 

suggests having a "pending" email folder as well. 
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Keep a Notebook Close By  

 Have a notebook, call log, or journal to keep a record of telephone messages. You can also 

use it to jot down important notes and reminders during phone calls. This way you'll have a 

record of all your calls and conversations in one place. 

Get Your Desk in Order Before You Leave  

Not only can a disorganized desk become an ongoing source of stress, it can also result in 

important task getting lost in the chaos and clutter. Albright says that by tidying up your desk 

an hour before you leave, you not only may discover a task that got lost in the clutter, you 

might still have enough time to handle it. 

 

By: Diane Albright 
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COMMUNICATION ISSUES AND HOW TO 

AVOID THEM 

_______________________________________________________________________ 

 

Poor communication skills create business problems such as team communication issues and 

people problems, not to mention losing the trust of co-workers, the cooperation of team 

members and sometimes even receiving contempt" from colleagues and subordinates. Read 

on to learn how to avoid these issues. 

1. Failure to Listen 

The inability to listen is a huge problem. Often you will see co-workers interrupting speakers 

or planning what they will say next instead of effectively listening. Other distractions are when 

team members roll their eyes at comments or just discount their worker’s premise; and still 

others just forget to pay attention, they are too distracted or have a short attention span. 

Obviously these all reflect on their failure to listen. 

Try This: Stress the importance of listening before you begin a discussion. Talk about how 

inattention keeps people from learning the different points of view and that they wouldn’t like 

that happening to them. Suggest that they focus on the person and the point they are making; 

to write notes later; and to keep their own contributions brief and relevant. Stress that they 

maintain eye contact with each speaker involved. 

2. Locale or Distance to Office 

Due to the high incidence of globalization, distance learning, or freelance contributions, many 

communications are conducted by email, memo, or short video conferencing. When offices 

are located away from its contributors, the detachment and inability to interact is a huge 

communication barrier. Projects get stalled or are often misunderstood. 

Try This: Conduct meetings on a regular schedule. When the team assembles, touch base 

with all members to solicit feedback. Try to schedule live interaction for important issues and 

do not rely on emails or memos to do the job. When the conference call or meeting is over, 

ask each participant to summarize the meeting’s content and post it where all members can 

read it and agree. 

3. Culture Differences 

The office has become a melting pot stocked with people of diverse backgrounds and cultural 

customs. People tend to “hang" with others familiar to their culture or habits. When these 

individual groups assemble, managers face the challenges of small group dynamics and team 

communication issues. 

Try This: People often cling to “like-minded" individuals or want to share space with others in 

their culture. Try to mix them together or have assigned seats to break them up. Make sure 

that during brainstorming sessions, everyone is contributing—even if you have to walk the 

floor to listen. If someone is reticent, ask them for feedback. The most important thing 

however, is to repeat back what you’ve heard. Make sure that your understanding is clear. By 
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reframing your understanding, it allows others to know you are listening and fosters 

communication.  

4. Attitude & Ego 

Too often teamwork stops because of someone’s ego. They refuse to admit they might be part 

of the problem. 

Conflicts also arise because of inequity, and rather than make the situation more equal, 

someone becomes defensive instead of taking responsibility. 

Try This: The nature of some workers may not be likely to change due to an attitude problem 

or ego. Someone may think that a discussion doesn’t go their way and often confuse 

cooperation with “winning an argument." The team manager should try to turn the conversation 

back to where it belongs, on the issues at hand. Mutual understanding or coming to a 

resolution that reflects everyone’s needs is often difficult and needs to be softened with a 

consistent goal message, and making sure that your facial expressions, gestures and tone of 

voice match the message. Sometimes people just need to agree to disagree and follow the 

program as directed. 

5. Authority or Hierarchy Problems 

A worker may feel reticent about approaching and talking to their manager. Someone may be 

quietly stewing about an issue and never broach the subject. Another may think that the 

discussion is too personal. 

Try This: Try to segregate or make an appointment to speak with the co-worker face-to-face 

if possible. Ensure that confidentiality of the discussion is of utmost important to you. Set-up 

the talk before problems escalate, if possible; and put questions in the context of why you are 

asking. For example, “I would like to learn more about the research on the needs of the client 

prior to publication, is this a good time to ask some questions? Then suss out the error and 

correct the problem. 

6. Poorly Written Communication 

Poorly written materials, incorrect syntax, bad grammar and items out of context are all too 

frequent in interoffice business publications and lead straight to confusion. 

Try This: Make sure to proofread the copy and always have another set of discriminating eyes 

check for mistakes. For important directives or changes of any kind, run them by the best 

editor in the office. 

7. Gender Bias 

The battle over which gender makes the best leader is taking the focus away from the real 

issue. Then too, sometimes workers only want to relate to people of the same gender. 

Try This: Don’t wait for an invitation to speak. Speak loudly and make sure your viewpoints 

are expressed; establish eye contact, and own your space. Never issue disclaimers, engage 

in demeaning yourself—and avoid unwarranted apologies. 

8. Focus or Listening Problems 

Inability of employees to interpret the information or provide adequate focus leads to team 

communication issues. The gap in age, the hole left by a boomer generation retiring, and other 

societal weaknesses make this communication barrier very real. 
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Try This: Make eye contact with the person and try to find some common ground to initiate 

the discussion using the group focus technique. Don’t acquiesce to “dumbing down" but use 

analogies to help explain difficult principles. 

9. Knowledge-Inadequate Knowledge 

Group functions may suffer setbacks due to ineffective education or lack of understanding or 

other inadequate knowledge foundation. 

Try This: Occasionally the use of industry jargon is the culprit and a simple question and 

answer "in plain English" will correct the problem. Often a weakness in education becomes 

quite apparent in annual performance reviews. Extra efforts will need to be made to guarantee 

that all persons know and understand what they are told. But some things even additional 

training won’t satisfy. 

10 Cliques, Groups and Friendships 

A tight and exclusive grouping of individuals who bond together for one reason or another can 

be problematic if they are not objective. 

Try This: Avoid any character reference or label and don’t try to analyse what you think ‘they 

know.’ It is too easy to fall into faulty perceptions. Stress that in a business environment all 

workers need to try to assimilate so that differences can be minimized and that with 

cooperation, the task at hand will move quicker and with less angst. 

 

By: Andrea Campbell 

 

 


