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A
AARP, 55,79, 149
Abilities, understanding,
108-109
Abusive colleagues, 139-149,
159. See also Boss, toxic;
Toxic people
Abusive work culture, 156,
159-161. See also Toxic
organizations
Activities, healthy rituals,
103-104
Adversity, learning from, 7-8.

See also Transitions, difficult

Advice

from colleagues, 127

and job change, 173-174,

182

Affirmations, 11, 20
After-action reviews, 188
Altruism

thought category, 12, 13

and work, 29, 30-31, 33, 34,

43
Angry critic, toxic type, 133
Associations, 124
Athletic training, 22
Attitudes. See Mindset and
attitude
August, Kelsey, 9-10, 91-92
Autobiographies. See Personal
stories
Aynesworth, Tim, 46-47,
47-48, 54

B
Backstabbing, 132, 133, 155
Bad mood, changing, 10, 81
Bad news, unexpected, 7677
Balance
employee/employer, 85-87
reward/risk, 53, 54, 57, 58
work/homelife, 40, 6667,
69, 110-112, 185-186
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work/relaxation. See Pace,
setting
Barrett, Bonnie, 32, 52, 185-186
Benefits. See Health insurance;
Pensions
Betrayal, 138-139
“Big rocks”
checklist, 193
identifying, 38-39, 40
“Bionic” reputation, 65. See also
Superhero reputation.
Birkenholtz, Brad, 117
Birkenholtz, Jennifer, 117
BISYS, 70
Blackberry, 116
Blaming, 173
Blotter calendar, 116
Boot, Sandra, 102
Boredom, 32, 52,173
Boss, great, drawbacks of, 176
Boss, toxic, 139-40, 159,
175-176, 180
and career change, 182-184
checklist, 189, 198
learning from, 188
Theory X assumptions,
181-182
and trust, 181
Boston Communications Group,
127
Brainstorming, 146-147
Brandt, Bridget, 40, 115
Breaks, 99-100, 101. See also
Pace, setting; Self-pity breaks
Breathing, 13, 98-99
Bright people, and burnout, 9
Bureaucracies, 90

Index

Burnout
avoiding, 5-6
checklist, 192-198
optimistic side, 3
origin of, 9, 107
pessimistic side, 2-3
Buyouts, 173

C
Calendar
blotter, 116
family, 110-111
Calming rituals. See Breathing;
Meditation; Prayer; Yoga
Canadian Tire Corporation, 145
Captivity—]Jobs
checklist, 178
financial, 170-172
people traps, 175-176
and positive outlook, 177
structural, 172-174
Carlisle, Linda, 114, 115-116
Catastrophizing, 14
Catholic Health East, 186
CEOS, friendships, 124
Challenger space shuttle, 112
Change
disruptive, 3
fear of, 174
as improvement, 184
preparedness, 55-57, 94
Chatter, 10
Checklists
anti-burnout, 192—-198
big rocks/little stuff, 193
boss, toxic/inspiring, 198
control freak, 195
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finding meaning, 193
healthy rituals, 103-104, 195
humor, 194
job captivity, 178, 198
keeping options open,
56-58, 193-194
leaders, 189, 198
organizational style, 195-196
personal story, 194
strong relationships, 196
teamwork, 197
toxic boss, 189, 196-197
toxic colleague, 142
watching thoughts, 192
work culture, 165, 166-167,
197-198
Cheney, Dick, 32, 108-109
Choices
generating options, 45—46
tough, 37-39
Ciccone, Anne Marie, 177
Clean desk vs. stacks & piles,
105-106
Cliques, 79-80, 130
CNA Insurance Company, 89
Colleagues
and networking, 129-130
role of, 121-124
toxic. See Toxic people
Collins, Jim, 30
Colton, Sterling, 42, 96, 186
Comfort level, employee, 158
Commando training, mottoes,
22
Commitment, 17-19, 30-32
Commitments, multiple,
110-111, 114

Committees, workplace, 89-90
Communication, training, 150
Complaining, 71, 72. See also
Self-pity break
Complete stop, 114
Complexity, dealing with
relationships, 110-111
self-knowledge, 108-110
technology, 114-117
time, 112-114
Computers, 115, 117
Confidence, team, 87-88
Confrontation, toxic people,
137-138
Contextual humor, 79-80
Control freaks, 83—-84
checklist, 195
overly helpful behavior,
89-90
and project milestones,
85-87
save-the-world mentality,
91-92
taking over, team bogged
down, 87-88
trust/delegation, 84-85
Controlling correctors, toxic
type, 133
Conviction, living with, 32-34
Cooperation, 147, 148
Corporate Athlete, The (Groppel),
101
Corporate reorganization, 45-46
Creativity, 25
Courage
living with, 32-34
thought category, 12, 13
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Courtesy, 25
Covey, Stephen R., 37
Credibility (Kouzes/Posner), 185
Credit, sharing, 146-147
Crying, 76, 77, 183
Curiosity
lifelong learning, 32
thought category, 12, 13

D

Dalkon Shield Claimants Trust,
150

Delegation, 84-85

Difficult people. See Toxic people

Discipline, mental, 21-23

Downtime. See Healthy rituals;
Pace, setting

Dunn, Matthew, 28, 37, 45-46,
53

E
Education, and time manage-
ment, 112-113
e-mail
checking, 99-100
sending to oneself, 116
Emotions, and thinking. link.,
12,13
Employees
lack of respect for, 183-184
retention of, 121, 182
(toxic) assumptions about,
181-182
Encouragement, 127
End-running, 90
Energy recovery breaks. See
Breaks
Environmental scanning

checklist, 57
external, 49-51
internal, 51-53
Ernst & Young, 62, 111, 164
Ethical standards, 41-43
Exercise
mental (Covey), 37
physical, 38-39, 93
Expectations
mismatch, 158-159
realistic, 108—-109
reducing, 37-39
unrealistic, 123
External scanning, 49-51
checklist, 57
External voice, 52-53
Eyes, smiling with, 81, 82

F
Facial expressions, 81-82
Fairness, trust component, 181
Family
activities, organizational tool,
117
priority, 37, 38, 102,
110-111
rituals, 95
supportive, 121
work balance, 40, 66—-67, 69,
110-112, 185-186
Family business
and ethical reputation, 42
integrating non-family staff,
161-163
Fannie Mae, 30
Favoritism, 123
Feedback
from colleague, 128, 188
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team leaders, 147
to toxic bosses, 184
First Things First (Covey), 37
Fisher, Margaret, 40, 55, 78,
148-149
Flat organizations, 150
Flexibility
teamwork, 148-149
work hours, 185-186
Formal leaders, 179, 185
“42 Long” leadership model, 187
Foster, Len, 145
“Found” time, 112-113
Freedom & options, thought
category, 12, 13. See also
Options.
Freeman, Julie, 37-38, 64, 101,
150
Friendships, maintaining, 38, 39
Friendships—at work, 119-120
behaviors, 132
checklist, 196
downside of, 122-124
types of help provided by,
127-129
value of, 121-122
Fripp, Patricia, 83
Future
obsessing about, 16
positive thoughts about, 20

G

Gallagher, Ed, 21-22, 81, 126

Gallows humor, 80

Gallup Strengths-Based assess-
ment, 52

Galuszka, Joe, 2,43, 110
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Gandhi, Mahatma, 61

Gardner, Ken, 179

Gatten, Nate, 30, 70

Gemmell, Ginna, 7, 48, 151,
163, 173-174, 183

Giammalvo, Peter, 186-187

Gladwell, Malcolm, 107

Glass ceiling, 172

GlidePath, Inc.. Alexandria, VA.
7,48,163,173

Glover, Barbara, 11, 12, 130

Goals
life, 47—49, 56-57
occupational, 177, 178

Golden handcuffs, 170-172

Goodman, Andy, 27-28, 31,
52-53

Good mood, 10, 81

Good to Great (Collins), 30

Goold, Glen, 111, 164

Goold, Linda, 77-78, 110

Gossip, 132

Government jobs, 171

Granese, Nancy, 99

Gratitude, thought category, 12,
13

Gregory, Jamie, 29, 100, 116,
146, 150

Groppel, Jack, 101

Grudges, 132

Guidici, Jim, 70

>

H
Happiness

and actions, 81

and content of thoughts, 12, 13
Hawley, Jack, 26
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Health & energy, thought cate-
gory, 12,13
Health insurance, 170
Healthy rituals, 93-94
breathing, 98-99
checklist, 103-104, 195
pacing yourself, 100-101
sleep, 97
time off, 99-100
untraditional, 94-97
Healthy work cultures, 161-163
Help
asking for, 131
offering, 131
types of, 127-129
Hero
definition, 61
and personal story, 61-63
Hierarchies, organizational, 172
High achievers. See Superhero
reputation
High-tech organizing tools,
114-115
Hill, Steve, 33, 106
Hobbies, 39
Home projects, 39
Honesty, 25. See also Trust.
Humor
applied in bad situation,
63-64, 67, 71-75
to blow off steam, 78
checklist, 194
to connect with people/make
point, 74-75
to maintain perspective,
77-78,122
See also Contextual joke;

Gallows humor; Laughter;
Private joke; Smiling

1
IBM, 179
Ideas, downloading, 116-117
“I Have a Dream” speech (King), 61
Inc. 500 list, 9, 91
Informal leaders, 179, 185
Information, hoarding, 159
Inkley, Lowell, 42
Innovation projects, 151
Inspiring leaders, 180
checklist, 198
defined, 185
positive aspects of, 184-185
and trust, 181
Inspiring organizations, 153,
155, 157
checklist, 165, 197-198
Internal scanning, 51-53
checklist, 57
See also Self-knowledge;
Vision, developing.
Internal voice, 52—-53
International Association of
Business Communicators, 37,
64, 101, 150
Interpersonal relations, training,
150
Intrawest (Vancouver), 28, 45, 53
Intuition, job interview, 164

J

Jernigan, Cheryl, 7, 83-84, 123

Jernigan, Jeff, 84-85, 105, 154,
174
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Job
expectations, mismatch,
158-159
fit, 174
government, 171
interview, 164
leaving, approach, 177
love, but toxic boss, 184
motivation to change, 82-84
rut, 173-174. See also
Captivity—]Jobs
Jokes. See Humor; Laughter
Jones, Vickie J., 2, 108

K
Kindness
and laughter, 78
thought category, 12, 13
King, Martin Luther, Jr., 61
Knowledge workers, 173, 186
Kouzes, James M., 185
KPMG, 62
Kulbick, Bob, 35-36, 74-75,
89-90, 125-126
Kundis, Ken, 55

L
La Barge, Norman, 31, 112-113,
180
Laughter, 71, 122
and building team spirit,
79-80
checklist, 194
and control freak, 89
See also Humor; Smiling
Lavin, Ina, 94-95, 127
Leaders
checklist, 189, 198

207

as experts, 186-187
formal, 179, 185
informal, 179, 195
inspiring. See Inspiring leaders
learning from, 188
Leaders—teams, 143
effective, traits, 144, 147,
150
ineffective, 147
role of, 145-146, 150, 151
Leadership. 124, 125-126
opportunities, 188
skills, developing, 188
theories, 187
Learning
from adversity, 7-8
lifelong, 32
from mistakes, 188
from successes, 188
Lifelong engagement, recipe, 34
Lifelong learning, 32
Limits, setting, 66—-67
and toxic people, 136, 137
Linux Clusters, 106
List making, 105, 107, 112, 115
Listening, 131-132
“Little stuff”
checklist, 193
identifying, 39, 40-41
Loehr, Jim, 32
Lott, Trent, 146
Loughmiller, Leslie, 105, 183
Love, thought category, 12, 13
Low-tech organizing tools,
114-115
Loyalty, 25, 32, 34, 125-126
Lunsford, Jim, 26-27, 31, 56,
110
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M
McEntee, Chris, 95, 128
McGregor, Douglas, 181
Magid, Ramona, 128-129
Managers, 124, 150, 179
Manipulative behavior, 155
Mantras, 11
Marine training, 21
Marriott International, 42, 96,
186
Martial arts training, 21, 22
Mattson, Linda, 125
Meals, family, 95
Meaning
focus on, 43
thought category, 12, 13
Meaning, finding, 25
checklist, 193
commitment, 30-32
passion, 26—28
purpose, 28-30
spiritual energy, 32-34
Meditation, 13, 93, 98
Meltdown, 114
Memory, 116, 117
Mental habits, managing, 11
Mental lists, 116
Mental toughness, 21-23
Micromanagement, 40, 83-84,
85, 89-90. See also Control
freaks
Mikesh, Robert, 43
Milestones, project, 85-86, 87
Military training, 17-19, 21-22
Mindset & attitudes, 7-8
thoughts, 9-23
Mismatch

Index

employee/work culture,
157-159
job expectations, 158-159
Mission, organization, 30
Mistakes, learning from, 188

N

National Association of Realtors,
28,100, 116, 146

Neat freak, 105

Network, informal relationships,
129-130

Notebooks, 114-116

(¢)
Optimism
components of, 13-15
curve, project cycle, 151
thought category, 12, 13
Options
checklist, 56-58, 193-194
generating, 45—47
Options—building
building portfolio of options,
53-55
conducting environmental
scanning, 49-53
cultivating readiness to
change, 55-56
developing vision, 47-49
Organizational behavior, 148,
149. See also Leaders
Organizational captivity, 169
changing attitude to, 177
types of, 170-176
Organizational structure
flat, 150



pyramidal hierarchy, 172.
See also Work culture
Organizing style, 105-117
checklist, 195-196
Overly helpful behavior, 89-90
Overreacting, 5, 183
Overthinking, 10
Owen, Harrison, 26

P

Pace, setting, 66-67, 100-102

Palm Pilot, 114-116

Park, Craig, 14-15, 50,
119-120

Passion
for personal interests, 28
turning into business, 27-28
for work, 26-28, 48

Past, focusing on, 6, 16

Pate Moulton, Shana, 29, 48, 76

Patel, Ashwin, 50, 61-62

Patience, 14-15, 138

PDAs. See Personal digital assis-
tants

Peace of mind, 42, 43

Peat Marwick Mitchell, 42

Pensions, 170, 171

Perfectionism, 6, 37-39, 84. See
also Superhero reputation

Permanent vs. temporary. opti-
mism., 14, 15

Perseverance, 32, 34

Personal digital assistants.
PDAs., 114. See also Palm

Pilot

Personal interests, cultivating,

28
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Personality, company. See Work
culture
Personality conflicts, 148,
149-150
Personality measures, 52
Personal story, 59, 60
checklist, 194
hero or victim, 61-63
moral of, 64-65
and superhero reputation,
65-67
tone of, 63-64
Perspective
and colleague feedback, 128
maintaining, 35-43
Pessimism curve, project cycle,
151
Pessimists, 14, 133, 134, 136
Place, enjoyment of, 96
Pleasures, simple, 16
Pollak, Jane, 27-28
Positive mental attitude, 10, 11,
13,43,81, 177
Positive psychology, 13-14
Posner, Barry Z., 185
Power of Full Engagement.
Loehr/Schwartz., 32-33
Power-sharing, teamwork, 148
Prayer, 7, 8, 11, 43, 98. See also
Spirituality
Present, focus on, 16—-19
Priorities, setting, 37, 38, 102
“little stuff,” identifying, 39,
40-41
and relationships, 37, 38,
102, 110-111
and self-knowledge, 108
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what you don’t want, 46-47
Private joke, 79-80
Proactivity, thought category, 12,
13
Problems, attachment to, 10, 14,
15
Procrastination, 112, 113
Professional associations, 124
Professional workers, 186. See
also Knowledge workers.
Project cycle, 151
Projects, bogged down, 87-88
Promise-keeping, trust compo-
nent, 181
Purpose
thought category, 12, 13
of work, 28-30
Pyramid hierarchies, 172

Q

Questions, asking, 109

R
Raphaelian, Gene, 34, 55, 119
Rasmussen, Ray, 11, 53, 131,
157
Recovery rituals. See Healthy rit-
uals
Reese, Chad, 2, 51-52, 71-72
Relationships
checklist, 196
and complexity, 107
good, 119-120, 121,
131-132
high-trust, 138-140
informal, 129-130, 185
superior/subordinate, 123,
124,150, 175-176

toxic. See Toxic people
visualizing, 20
(See also Family; Friendships.

Relaxation techniques, 93. See
also Breathing.

Repititious phrases. See
Affirmations; Mantras;
Prayers

Reporting relationship, 123,
124,150, 175-176

Reputation
and ethical standards, 42
superhero, 65-67

Respect, trust component, 181,
183-184

Responsibilities
multiple, 110-111, 114
tracking, 113

Resumes, 55, 57

Retirement benefits, 170, 171

Reviews, after-action, 188

Risk/reward
balance, 53, 54, 57
and leaving job, 171, 172

Rostenkowski, Dan, 144—-145

RSKCo, 89

Ruts, 173-174. See also
Captivity — Jobs.

S

Salary, 170

Save-the-world mentality, 91-92

Saying “no,” 41-42, 136

Scanning. See Environmental
scanning

Schwartz, Tony, 32

Sebree, John, 28-29, 146-147,
151
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Self-talk, 10
Self-confidence, 14
Self-knowledge, 107-110. See
also Internal scanning; Vision,
developing.
Self-pity breaks, 75-77
Seligman, Martin E. P, 13-14
Sexual harassment, 160-161
Shaffer, Chelsea, 22-23, 86
Skills
internal scanning, 51-53
leadership, 188
learning new, 55. See also
Lifelong learning.
Sleep, 97
Smiling, 81-82
Smith, Al, 179
Social Security Administration
(U.S), 115
Social Life of Paper, The
(Gladwell), 107
Soul Proprietor (Pollak), 27
Spiral-ring notebooks, 114-116
Spiritual energy, 32-34
Spirituality
thought category, 12
and work, 25
Stacks and piles vs. clean desk,
105-106, 107
Standards, ethical, 41-43
Storytelling, 59-60
funny, 72-73, 80
and hero prototype, 61
as teaching tool, 64-65
(See also Personal story.
Strengths, maximizing, 108, 113
Success
elements of, 3
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learning from, 188

secrets of, 4

visualizing, 20, 22
Suchanick, Mike, 21
Superhero reputation, 65-67
Supervisors, 123, 124, 179
Support group, 125-125
Swearingen, Alice, 22, 29, 78,

94

T
Tasks, help with, 127, 128-129
Team confidence, 87-88
Team members—traits
cooperate/share credit,
146-147
get along with everyone,
148-151
make boss/org. look good,
144-146
Team spirit, and laughter, 79-80
Teamwork, 25, 125-126, 143
checklist, 197
Technology, and organizational
habits, 107
Television, 93
Templates, electronic, 117
Theory X assumptions, 181-182
Thiokol (aerospace), 112
Thoughts, 9-23
categories, 12—-13
choosing, 12
content of, 12
and happiness, 12, 13
managing, 10-11
watching, checklist, 192
Time management, 107,
112-113, 153. See also
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Multiple responsibilities.
To-do list, 105, 112, 115, 116
Tone, personal story, 63
Toughness training, 21-23
Toxic boss. See Boss, toxic
Toxic organizations, 153, 154,

157

assessing, 163-164

causes, 156

checklist, 166-167, 197-198

See also Work culture
Toxic people

checklist, 142, 196-197

confronting, 137-138

cultivating high-trust

relationships, 138-140
eliminating, 134-135
limiting contact with,
135-137

self test, 140-141

types of, 120
Transitions, difficult, 108-109

and friendships, 120, 123,

125-126, 130
Trust

components of, 181

and delegation, 84-85

and ethical standards, 42

and inspiring leaders, 181

and relationships at work,

120, 121, 122, 126,
138-140
and teamwork, 147
and toxic bosses, 181,
183-184
Truth-telling, trust component,

181

Turner, Amy, 32, 40, 149, 176

U

Understanding, 78

Unexpected bad news, 76-77

Union Bank (Kansas City), 84,
154

Universal vs. specific view (opti-
mism), 14

Unproductive work culture,
159-161

Untraditional healthy rituals,
94-97

Unwinding. See Healthy rituals

U.S. Army, 188

U.S. Congress, 144

U.S. House of Representatives,
109, 115, 145, 148

A%
Vacation, scheduling, 69, 70
Values, incorporating at work,
25,32-34
Victim mentality, 59, 61-63,
169,173
Victories, celebrating, 96
Vinkenes, Pat, 31, 115, 116, 171
Vision
checklist, 56-57
developing, 47-49
Visualization, 20, 22, 98
Volunteerism, 94-95, 188
Volunteers, toxic, 134-135

%%

Waters, Averil, 56, 65-66

Wayne Brothers, Inc. (Davidson),
N.C., 26, 31, 56, 110

Weaknesses, lessening impact of,
108,113



Weekends, 100, 102
Whining, 71, 75, 133
White & Case (law firm), 114
Wismer, Janice, 31
Women in workforce, 172
Women’s movement, 172
Woodbury, Rick, 42-43,
161-163
Work
commitment to, 30-32
and friendships at, 119-124
homelife, 40, 66-67, 69,
110-111, 185-186
and inner life, 27-28
passion for, 26-28
purpose, 28-30
and spiritual energy, 32-34

Index

time off, 69, 70, 99-100
transitions, 108-109
Work culture, 30, 153, 155
abusive, 159-161
assessing, 163-164
checklist, 197-198

defined, 156-57

healthy, 161-163

mismatches, 157-159
Worst-case planning, 50

Y
Yoga, 98

V4
Zaleznik, Abraham, 148
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