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2. Listen
It comes as no sur-

prise that listening is
critical to thinking on
your feet. Why do you
need to listen? To
make sure you fully
understand the ques-
tion or request before
you reply. If you
answer too soon, you
risk going into a line
of thinking that is
unnecessary or inap-
propriate. To help you
with your listening
remember to:

Look directly at the
questioner

Observe body lan-
guage as well as
what is being spoken

Try to interpret

what is being suggest-
ed by the question or
request. Is this an
attack, a legitimate
request for more infor-
mation, or a test? Why
is this person asking
this and what is the
intention? 

Tip:
Remember that the

person is asking a
question because he or
she is interested.
Some interest is posi-
tive - they simply want
to know more - and
some is negative - they
want to see you
squirm. Either way
they are interested in
what you have to say.
It's your privilege and
pleasure not to disap-

point them! 
3. Have the

Question Repeated
If you're feeling par-

ticularly under pres-
sure, ask for the ques-
tion to be repeated.
This gives you a bit
more time to think
about your response.

At first glance peo-
ple think this will only
make them look
unsure. It doesn't. It
makes you look con-
cerned that you give an
appropriate response.
It also gives the ques-
tioner an opportunity
to rephrase and ask a
question that is more
on point. Remember,
the questioner may
well have just "thought
on his or her feet" to
ask the question, so
when you give them a
second chance, the
question may well be
better ar ticulated and
clearer to all. 

By asking to have
the question repeated
you also get another
opportunity to assess
the intentions of the
questioner. If it is
more specific or bet-
ter worded, chances
are the person really
wants to learn more.
If the repeated ques-
tion is more aggres-
sive than the first one,
then you know the
person is more inter-
ested in making you
uncomfor table than
anything else. When
that's the case, the
next tip comes in very
handy.

4. Use Stall Tactics
Sometimes you

need more time to get
your thoughts straight
and calm yourself
down enough to make
a clear reply. The last
thing you want to do is
blur t out the first thing
that comes to your
mind. Often this is a
defensive comment
that only makes you
look insecure and anx-
ious rather than confi-
dent and composed.

Repeat the question
yourself. This gives
you time to think and
you clarify exactly
what is being asked. It
also allows you to
rephrase if necessary
and put a positive spin
on the request. "How
have I considered the
impact on customers
in order to make sure
they have a continued
positive experience
during the expansion?" 

Narrow the focus.
Here, you ask a ques-
tion of your own to not
only clarify, but to
bring the question
down to a manageable
scope. "You're interest-

ed in hearing how I've
considered customer
impacts. What impacts
are you most interested
in: product availability
or in-store service? " 

Ask for clarification.
Again, this will force
the questioner to be
more specific and
hopefully get more to a
specific point. "When
you say you want to
know how I've analyzed
customer impacts, do
you mean you want a
detailed analysis or a
list of the tools and
methods I used?"

Ask for a definition.
Jargon and specific
terminology may pres-
ent a problem for you.
Ask to have words and
ideas clarified to
ensure you are talking
about the same thing. 

5. Use Silence to
your Advantage

We are conditioned
to believe that silence
is uncomfortable.
However, if you use it
sparingly, it communi-
cates that you are in
control of your
thoughts and confident
in your ability to
answer expertly. When
you rush to answer you
also typically rush your
words. Pausing to col-
lect your thoughts tells
your brain to slow
everything down. 

6. Stick to One Point
and One Supporting
Piece of Information

There's a high risk
that, under pressure,
you'll answer a ques-
tion with either too
much or too little infor-
mation. If you give too
short an answer, you
risk letting the conver-
sation slip into interro-
gation mode. (You'll get
another question, and
the questioner will be
firmly in control of how
the dialogue unfolds).
When your reply is too
long, you risk losing
people's interest, com-
ing across as boring,
or giving away things
that are better left
unsaid. Remember, you
aren't being asked to
give a speech on the
subject. The questioner
wants to know some-
thing. Respect that and
give them an answer,
with just enough sup-
porting information. 

This technique gives
you focus. Rather than
trying to tie together all
the ideas that are run-
ning through your
head, when you pick
one main point and one
supporting fact, you
allow yourself to
answer accurately and
assuredly. 

Tip:
If you don't know the

answer, say so. There
is no point trying to
make something up.
You will end up looking
foolish and this will
lower your confidence
when you need to think
on your feet in the
future. There is (usual-
ly) nothing wrong with
not knowing some-
thing. Simply make
sure you follow up as
soon as possible after-
wards with a
researched answer. 

7. Prepare some
"what ifs"

With a bit of fore-
thought, it's often pos-
sible to predict the
types of questions you
might be asked, so you
can prepare and
rehearse some
answers to questions
that might come your
way. Let's say you are
presenting the monthly
sales figures to your
management team. The
chances are your
report will cover most
of the obvious ques-
tions that the manage-
ment team might have,
but what other ques-
tions might you pre-
dict? What's different
about this month?
What new questions
might be asked? How
would you respond?
What additional infor-
mation might you need
to have to hand to sup-
port more detailed
questions?

In particular, spend
some time brainstorm-
ing the most difficult
questions that people
might ask, and prepar-
ing and rehearsing
good answers to them.

8. Practice Clear
Delivery

How you say some-
thing is almost as
important as what you
say. If you mumble or
use "umm" or "ah"
between every second
word, confidence in
what you are saying
plummets. Whenever
you are speaking with
people, make a point to
practice these key ora-
tion skills:

Speak in a strong
voice. (Don't confuse
strong with loud!)

Use pauses strategi-
cally to emphasize a
point or slow yourself
down

Vary your tone and
pay attention to how
your message will be
perceived given the
intonation you use

Use eye contact
appropriately

Pay attention to your
grammar

Use the level of for-
mality that is appropri-
ate to the situation. 
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We all strive for
improvements. We want
improvements for our-
selves, our families, com-
munities, country and
basically for the whole
world. We are among the
first to celebrate when
things go right but often times we are also the first
to give up when things that we are responsible for
(for example, our health, our financial status, our
relationships, etc) start to go sour or are not moving
up the right path in the expected pace. 

What you often fail to notice is that positive
CHANGE is a product of CONSISTENT EFFORT! 

Let's talk about few main areas of life where you
can apply this principle of consistent improvements. 

Physical Health 
Your body is your vehicle on this earth. I know

that most of you believe that you are much more

than your body. However, if the carrier of yourself,
your body, is not kept alive and maintained well, you
are sure to miss out on great possible adventures of
your life! Whether you are a professional, an aca-
demic, or a tradesman, you have to be physically
healthy to maintain your lifestyle, because without
your health you do not have a life, let alone a
lifestyle!

Now the biggest mistake we make is trying and
wishing for change overnight. For instance, you
suddenly get motivated to lose weight - so you go to
a gym the very next day - run thirty minutes on the
treadmill - spend twenty minutes doing weights -
and another fifteen minutes on cycling! With your
new found motivation you continue this regime for a
week and then weigh yourself - and down goes your
motivation! You become irritated at not seeing the
results as quickly as you wanted! 

The magic word to achieve the results you want
is "consistency"! Whether you are eating healthy,
drinking enough water throughout the day, meditat-
ing or building your body - in order to see results

you are to keep at it
consistently over a peri-
od of time! . 

Career & Financial
Strength 

What applies to your
physical health applies
to your career and
financial strength as

well. When it comes to career and finances "you
either move forward or go backward. There is no
standing still"! You cannot say "I am maintaining my
income", because inflation is consistently reducing
the value of your income. To avoid stagnation of
your skills, personal growth and the income - you
have to consistently move forward! 

Ask yourself couple of tough but necessary ques-
tions: Am I someone who is comfortably floating in
my job for the last 5- 10 years? Does my job pro-
vide me with challenges and opportunities to
expand myself intellectually and financially? 

If you have all positive answers, by all means
continue on the path you are on. However, if the
answers are negative - maybe it is time to look for
new goals and directions and teach yourself habits
and new behaviors to follow on consistently. 

I recommend you to read the book "Who Moved
My Cheese?" by Spencer Johnson. This bestselling
highly effective book talks about the importance of
consistently looking for more opportunities rather
than waiting till you are forced to change due to ele-
ments beyond your control.

So, what are some of the consistent habits you
can develop to improve your career and financial
strength:

" If you want to change the direction of
your career - consistently look for better opportuni-
ties. Update your resume every few months, look
out of available job opportunities, send and share
your resume out -and most of all, do all this over a

period of time, with the same enthusiasm, vigor and
positive outlook

" If you want to improve the value and
quality of your current position- strive to perform at
a higher standard, not on and off, but consistently.
Demonstrate consistent positive habits, such as
punctuality, commitment to higher standards and
quality of work, and professionalism. Also, remem-
ber to consistently put your hand up for challenges
and opportunities - this will sure to take your career
forward. 

Relationships
Relationships, whether they are personal or pro-

fessional, is another area of our life that needs con-
stant and consistent nurturing and care. What are
you doing consistently to improve the relationships
that are important to you? While it is good to cele-
brate your relationships at special occasions (giving
presents to your parents for the New Year or for
Christmas, or appreciating your partner on
Valentines Day or taking time and effort to get to
know your manager closer to your appraisal day,
etc), what matters most and what is going to create
lasting positive change is what you do consistently
over a significant period of time! 

So, whether it is your physical health, career and
financial strength, relationships or any other impor-
tant area of your life - remember to apply the mantra
of consistency if you wish to see certain and lasting
change! 
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