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Smart and Gets Things Done: Mastering the Art of Effective Productivity

smart and gets things done—these words perfectly capture the essence of what it
means to be truly effective in both personal and professional life. It’s not just about
intelligence or working hard; it’s about combining smart strategies with the ability to
follow through and complete tasks efficiently. In today’s fast-paced world, being smart and
getting things done is a critical skill that can set you apart, help you achieve your goals
faster, and reduce stress along the way.

What Does It Mean to Be Smart and Get Things
Done?

Being smart and getting things done goes beyond traditional intelligence or book smarts.
It involves practical wisdom, emotional intelligence, and a results-oriented mindset.
People who embody this quality don’t just accumulate knowledge—they apply it
effectively. They prioritize, focus on high-impact activities, and avoid distractions. The
ability to execute ideas and plans efficiently is just as important as having great ideas in
the first place.

The Difference Between Being Busy and Being
Productive

One common misconception is equating being busy with being productive. However, the
two are far from synonymous. Being busy means you’re occupied with tasks, but those
tasks may not be moving you closer to your goals. Getting things done requires a strategic
approach to work, ensuring that each action has a meaningful outcome.

For example, responding to every email immediately might keep you busy, but it may not
be the smartest use of your time if it distracts you from completing a critical project.
Smart productivity prioritizes tasks based on impact and deadlines, enabling you to
allocate your energy where it truly matters.

Key Traits of People Who Are Smart and Get
Things Done

Understanding the traits that characterize effective doers can help you cultivate these
qualities in yourself. Here are some standout attributes:



1. Prioritization Skills

Smart individuals know how to distinguish urgent from important. They use prioritization
techniques like the Eisenhower Matrix or the Pareto Principle to focus on tasks that yield
the greatest results. This skill prevents overwhelm and helps maintain clarity on what
needs attention first.

2. Strong Focus and Discipline

Distraction is productivity’s greatest enemy. Those who get things done develop habits
that minimize interruptions. They set boundaries, manage their environment, and use
time-blocking methods to create deep work sessions that maximize focus.

3. Adaptability and Problem-Solving

Plans don’t always go as expected. The smartest doers are flexible and resourceful when
obstacles arise. Instead of getting stuck, they analyze the situation, pivot strategies, and
keep moving forward.

4. Effective Communication

Getting things done often requires collaboration. Clear communication ensures that
everyone involved understands expectations, deadlines, and responsibilities. Smart
communicators listen actively and provide concise updates, smoothing the path to
completion.

Strategies to Become Smarter and More
Productive

If you’re looking to enhance your ability to be smart and get things done, adopting
effective strategies is essential. Here are several actionable tips:

Leverage Technology Wisely

There are countless productivity apps and tools designed to streamline tasks and organize
your day. Tools like task managers, calendar apps, and focus timers can help you stay on
track. However, the key is to choose tools that complement your workflow rather than
overwhelm you.



Set Clear, Measurable Goals

Without clear goals, it’s easy to drift or waste effort on low-priority tasks. Define what
success looks like for each project or day. Use the SMART criteria (Specific, Measurable,
Achievable, Relevant, Time-bound) to set goals that motivate and guide your actions.

Practice Time Management Techniques

Techniques such as the Pomodoro Technique, time blocking, or batching similar tasks can
boost efficiency. For example, batching emails or meetings into specific time slots can free
up large chunks of uninterrupted time for focused work.

Learn to Delegate

Being smart and getting things done doesn’t mean doing everything yourself. Recognizing
when to delegate tasks not only saves time but also empowers others and builds a
collaborative environment.

Overcoming Common Productivity Pitfalls

Even the smartest people sometimes struggle to get things done due to common
productivity challenges. Identifying these pitfalls can help you avoid them:

Procrastination and Perfectionism

Waiting for the “perfect” moment or outcome can stall progress indefinitely. Instead,
embrace a mindset of continuous improvement. Start with what you have, refine as you
go, and avoid getting paralyzed by perfectionism.

Multitasking Myths

Contrary to popular belief, multitasking often reduces productivity and increases errors.
Focusing on one task at a time typically leads to better results and faster completion.

Lack of Boundaries

Without clear boundaries between work and rest, burnout can set in quickly. Smart
productivity includes recognizing the importance of breaks, downtime, and maintaining a



healthy work-life balance.

Examples of Iconic Figures Who Are Smart and
Get Things Done

Throughout history and in modern times, numerous individuals exemplify the blend of
intelligence and effective action. People like Elon Musk, Oprah Winfrey, and Marie Curie
didn’t just have brilliant ideas—they executed relentlessly.

What sets these figures apart is their ability to harness their smarts, persist through
challenges, and continuously deliver results. Their stories offer valuable lessons on the
power of combining intellect with discipline and perseverance.

Learning From Their Habits

- Elon Musk’s intense focus on first principles thinking helps him break down complex
problems and innovate.
- Oprah Winfrey’s emphasis on authenticity and communication builds trust and influence.
- Marie Curie’s persistence and meticulous research demonstrate the importance of
dedication.

Adopting even a fraction of these habits can help anyone become smarter and more
effective in their endeavors.

Why Being Smart and Getting Things Done
Matters More Than Ever

In an era defined by information overload and constant distractions, the ability to be smart
and get things done is a competitive advantage. It enables individuals and organizations to
innovate, adapt, and thrive. Employers seek team members who not only think critically
but also execute efficiently. Entrepreneurs need to balance creativity with action to grow
their ventures.

On a personal level, mastering this balance reduces stress and creates a sense of
accomplishment. It fosters a mindset where challenges become opportunities and goals
transform into achievements.

---

Being smart and getting things done isn’t an innate trait reserved for a lucky few. It’s a
skill set that can be developed through intentional practice and self-awareness. By
prioritizing wisely, managing your time effectively, and cultivating resilience, you can
enhance your productivity and make a meaningful impact in all areas of your life.



Frequently Asked Questions

What does it mean to be 'smart and get things done' in a
professional setting?
Being 'smart and getting things done' means effectively using your intelligence, skills, and
resources to complete tasks efficiently and achieve goals without unnecessary delays.

How can I improve my ability to get things done
smartly?
To improve, prioritize tasks, set clear goals, eliminate distractions, use tools like calendars
and to-do lists, and continuously seek knowledge to work more efficiently.

Why is being smart alone not enough to succeed?
Being smart alone isn't enough because without action and execution, ideas remain
unfulfilled. Combining intelligence with proactive effort ensures progress and success.

What are some habits of people who are smart and get
things done?
They tend to plan ahead, focus on high-impact tasks, maintain discipline, adapt quickly to
changes, and continuously learn to improve their effectiveness.

Can technology help in being smart and getting things
done?
Yes, technology like productivity apps, project management tools, and automation can
help streamline workflows, reduce manual effort, and enhance overall efficiency.

Additional Resources
Smart and Gets Things Done: Unpacking the Traits of Effective Efficiency

smart and gets things done—this phrase encapsulates a quality highly sought after in
professional and personal contexts alike. It suggests not only intelligence but also the
ability to translate ideas into action, bridging the gap between thought and execution. In
today’s fast-paced world, being smart alone is insufficient; the true mark of effectiveness
lies in one’s capacity to deliver results efficiently and reliably. This article delves into what
it means to be smart and gets things done, exploring the characteristics, behavioral
patterns, and strategic approaches that define such individuals and teams.



Defining “Smart and Gets Things Done” in
Modern Contexts

The phrase “smart and gets things done” often conjures images of high achievers who
combine sharp intellect with pragmatic action. However, its true meaning extends beyond
mere intelligence and productivity. It encompasses emotional intelligence, decision-
making under uncertainty, prioritization skills, and adaptability. In business environments,
for example, this quality distinguishes leaders who not only devise innovative strategies
but also mobilize resources effectively to implement them.

Moreover, being smart and getting things done involves a nuanced understanding of
efficiency. It is not about rushing through tasks but maximizing output with minimal
wasted effort. According to a 2023 survey by the Project Management Institute, teams
that emphasize results-oriented behaviors see a 25% increase in project success rates
compared to those focusing solely on planning stages. This statistic highlights the
importance of coupling smart planning with action to achieve tangible outcomes.

Intelligence Beyond IQ: The Role of Practical Wisdom

Traditional measures of intelligence, such as IQ, provide limited insight into one’s ability
to execute tasks effectively. Instead, practical wisdom—or “phronesis,” as Aristotle
described—is crucial. This form of intelligence involves sound judgment, contextual
awareness, and the ability to navigate complex social and organizational dynamics.

Individuals who are smart and get things done often exhibit these traits:

Decisiveness: They make informed decisions quickly, avoiding analysis paralysis.

Resourcefulness: They leverage available tools and networks to overcome
obstacles.

Resilience: They persist in the face of setbacks, adapting strategies as needed.

These qualities enable them to maintain momentum and ensure that objectives are met,
even when circumstances change unexpectedly.

Time Management and Prioritization: Keys to Getting
Things Done

One of the hallmarks of people who are smart and get things done is their mastery of time
management. They recognize that time is a finite resource and allocate it strategically to
maximize impact. Techniques such as the Eisenhower Matrix, which categorizes tasks by
urgency and importance, are often employed to focus on activities that drive results.



Additionally, productivity frameworks like Getting Things Done (GTD) emphasize breaking
down complex projects into actionable steps. This systematic approach reduces
overwhelm and facilitates steady progress. Studies have shown that individuals who
integrate such methodologies into their routines report higher job satisfaction and lower
stress levels, underscoring the practical benefits of effective time management.

The Interplay Between Technology and
Productivity

In the digital age, being smart and getting things done increasingly involves leveraging
technology to enhance efficiency. From project management software to AI-driven
analytics tools, the right technology stack can transform how tasks are executed.

Leveraging Digital Tools to Enhance Execution

Smart individuals and organizations adopt tools that streamline workflows and improve
communication. Platforms like Asana, Trello, or Microsoft Teams enable real-time
collaboration and task tracking, reducing bottlenecks. Moreover, automation tools can
handle repetitive tasks, freeing up cognitive resources for higher-level problem-solving.

However, an overreliance on technology without strategic intent can lead to distractions
or inefficiencies. The key is discerning which tools align with specific goals and
integrating them seamlessly into existing processes.

Balancing Analytical Thinking with Action Orientation

While data-driven decision-making is essential, those who get things done understand
when to act decisively despite incomplete information. The concept of “analysis paralysis”
describes scenarios where excessive deliberation hinders progress. Smart performers
strike a balance by setting clear deadlines for decision points and embracing iterative
improvements.

In agile project management, for example, teams deliver incremental value through
sprints rather than waiting for perfect solutions. This approach embodies the principle of
being smart and getting things done by valuing progress over perfection.

Attributes of People Who Are Smart and Get
Things Done

Examining personality traits and habits reveals commonalities among individuals
recognized for their effectiveness.



Goal-Oriented Mindset: They define clear objectives and align efforts accordingly.

Strong Communication Skills: They articulate ideas and delegate tasks efficiently.

Accountability: They take ownership of outcomes, both successes and failures.

Continuous Learning: They seek feedback and adapt based on new insights.

Emotional Regulation: They maintain composure under pressure, enabling better
decision-making.

These characteristics foster an environment where intelligence is harnessed productively,
translating into measurable achievements.

Comparative Insight: Smart vs. Smart and Gets Things
Done

It is instructive to contrast the concept of being “smart” in isolation with the composite
quality of being “smart and gets things done.” Pure intellectual ability without execution
often leads to missed opportunities. Conversely, those who focus solely on action without
strategic insight may expend energy inefficiently.

For instance, a 2022 Harvard Business Review study found that executives rated as both
highly intelligent and action-oriented outperformed peers by 30% in driving organizational
growth. This synergy underscores the importance of integrating cognitive skills with
execution capabilities.

Challenges and Pitfalls in Being Smart and
Getting Things Done

While the ideal is compelling, there are inherent challenges in embodying this dual
quality.

Risk of Burnout

A relentless drive to complete tasks can lead to overwork and stress, especially if
boundaries are not maintained. Being smart and getting things done requires balancing
productivity with well-being to sustain long-term performance.



Overemphasis on Efficiency at the Expense of Creativity

Focusing strictly on execution might discourage experimentation and innovation.
Organizations must cultivate environments where smart thinking and diligent execution
coexist with creative freedom.

Managing Expectations

Individuals known for getting things done may face pressure to consistently perform at
high levels, which is not always feasible. Transparent communication about capacity and
timelines is essential to maintain trust.

Strategies to Cultivate the Ability to Get Things
Done Smartly

Developing this capability involves intentional practices:

Set SMART Goals: Specific, Measurable, Achievable, Relevant, and Time-bound1.
objectives provide clarity.

Adopt Prioritization Frameworks: Methods such as the Pareto Principle help focus2.
on high-impact tasks.

Implement Reflective Practices: Regular reviews enable course corrections and3.
continuous improvement.

Enhance Emotional Intelligence: Building self-awareness and empathy improves4.
collaboration and decision-making.

Leverage Mentorship and Feedback: Learning from others accelerates skill5.
development.

These strategies empower individuals and teams to consistently deliver results while
maintaining intellectual rigor.

Throughout various industries and professional roles, the trait of being smart and getting
things done continues to be a vital differentiator. It is the fusion of insight and action that
drives progress, fosters innovation, and ultimately shapes success in a competitive
landscape. By understanding and cultivating this dynamic, individuals and organizations
can navigate complexity with agility and purpose.
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began his legendary web log, www.joelonsoftware.com, in March 2000, in order to offer insights for
improving the world of programming. Spolsky based these observations on years of personal
experience. The result just a handful of years later? Spolsky's technical knowledge, caustic wit, and
extraordinary writing skills have earned him status as a programming guru! His blog has become
renowned throughout the programming worldnow linked to more than 600 websites and translated
into over 30 languages. Joel on Software covers every conceivable aspect of software
programming—from the best way to write code, to the best way to design an office in which to write
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who are trying to manage programmers will surely relate to Joel's musings.
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programmers from some of the most successful startups of the last decade, including Google,
Facebook, LinkedIn, Twitter, GitHub, Stripe, Instagram, AdMob, Pinterest, and many others. Hello,
Startup is a practical, how-to guide that consists of three parts: Products, Technologies, and Teams.
Although at its core, this is a book for programmers, by programmers, only Part II (Technologies) is
significantly technical, while the rest should be accessible to technical and non-technical audiences
alike. If you’re at all interested in startups—whether you’re a programmer at the beginning of your
career, a seasoned developer bored with large company politics, or a manager looking to motivate
your engineers—this book is for you.
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in the seaport town of Yarmouth, Nova Scotia. Celeste Alexander, the daughter of a poor lobster
poacher, dreams of something more than the life she leads cleaning the houses of her wealthy
neighbours. When opportunity comes knocking, she leaps at the chance to take a waitressing job in
the nearby town of Kentville, forever changing the arc of her life. Soon after arriving in Kentville to
work at Sadie’s Restaurant, she meets William Lockhart. An aspiring architect and admirer of
Shakespeare, William sweeps her off her feet, and their romance blooms with first-love quickness
and intensity. Though they have only been seeing each other for a few months, the lovers envision a
future together. But Celeste’s bright dreams of a happy life with William are cast under an ominous
cloud when he joins the Princess Patricia’s Canadian Light Infantry, a regiment of the Canadian
army, hoping that a short stint in the military will help him further his career in the future. Celeste’s
worst fears are realized when William is sent off to fight in the Korean War, and she learns that she
is pregnant with his child. Set against the backdrop of small-town Canada and the Korean War, this
sweeping family saga gives voice with compelling sensitivity and grace to the cascading effects of
loss and hardship across generations—and how hope, love, and the enduring power of family bonds
can lift people up in the lowest moments of their lives.
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Ramirez Basco, 2009-12-21 Everyone waits till the last minute sometimes. But many procrastinators
pay a significant price, from poor job performance to stress, financial problems, and relationship
conflicts. Fortunately, just as anyone can endlessly delay, anyone can learn how to stop!
Cognitive-behavioral therapy expert Monica Ramirez Basco shows exactly how in this motivating
guide. Dr. Basco peppers the book with easy-to-relate-to examples from recovering
procrastinators--including herself. Inviting quizzes, exercises, and practical suggestions help you:
*Understand why you procrastinate. *Start with small changes that lead to big improvements.
*Outsmart your own delaying tactics. *Counteract self-doubt and perfectionism. *Build crucial skills
for getting things done today.
  smart and gets things done: Code For Your Life John Arundel, 2023-01-19 Where is your
career going? What are the secrets of finding a great job in tech, passing the interview, and working
well in a development team? How can you plan and negotiate your promotions, pay rises, and
contracts? How do you become a master of your technical craft? Does your future lie in management
or on the staff engineer track? When is it time to launch your own business, and how can you



succeed as an independent engineer? John Arundel is a software engineer, consultant, and writer
with over four decades of experience in tech. In this practical, readable, and funny guide to software
careers, he distils the lessons of many years into the ultimate guide for anyone who wants to
succeed in tech. Based on interviews with dozens of successful tech professionals, and featuring
hundreds of practical, actionable tips, Code For Your Life is a complete manual for your career. It’ll
show you how to get started, how to change jobs at the right time and for the right reason, and how
to build a life you won't need a vacation from.
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Every four years since 2004, the Copenhagen Consensus Center has organized and hosted a high
profile thought experiment about how a hypothetical extra $75 billion of development assistance
money might best be spent to solve twelve of the major crises facing the world today. Collated in this
specially commissioned book, a group of more than 50 experts make their cases for investment,
discussing how to combat problems ranging from armed conflicts, corruption and trade barriers, to
natural disasters, hunger, education and climate change. For each case, 'Alternative Perspectives'
are also included to provide a critique and make other suggestions for investment. In addition, a
panel of senior economists, including four Nobel Laureates, rank the attractiveness of each policy
proposal in terms of its anticipated cost-benefit ratio. This thought-provoking book opens up debate,
encouraging readers to come up with their own rankings and decide which solutions are smarter
than others.
  smart and gets things done: Feel Smart About Christian Echavarria, 2007-06 “p>Building
wealth is about managing our careers and the money we make. It all starts with the understanding
that we build wealth primarily for two reasons: 1) to build prosperity and 2) to afford a comfortable
retirement. Saving and investing to build prosperity is what we do to improve the quality and
independence in our lives. Each of us measures quality and independence in our own terms-to some
it means being able to afford big-ticket expenses, such as a dream home or supporting a favorite
charity. To others it might mean making money work for us so that we don't have to work for it. We
save and invest for retirement because, at some point in the future, we will choose to stop working
and will need to replace the salary we currently earn. Saving and investing to afford a comfortable
retirement is an obligation we have to ourselves. It is important to realize that we have no choice but
to get on track saving and investing for retirement. We will be depending on it for survival in the
later years of our life-considering how much longer people live with every passing decade, saving
and investing is becoming increasingly more important.
  smart and gets things done: Smart but Scattered--and Stalled Richard Guare, Colin Guare,
Peg Dawson, 2019-01-15 Whether you're a young adult who is stalled on the journey to
independence--or a concerned parent still sharing the family nest--this compassionate book is for
you. Providing a fresh perspective on the causes of failure to launch, the expert authors present a
10-step plan that helps grown kids and parents work together to achieve liftoff. Learn why
brain-based executive skills such as planning, organization, and time management are so important
to success, and what you can do to strengthen them. You get downloadable practical tools for
figuring out what areas to target, building skills, identifying a desired career path, and making a
customized action plan. Vivid stories of other families navigating the same challenges (including
father and son Richard and Colin Guare) reveal what kind of parental support is productive--and
when to let go.
  smart and gets things done: Pretty Smart Penny Pearlman, 2008-12 These former Miss
Americas are not only pretty smart, but beautiful from the inside out. As they share their personal
struggles and triumphs and the lessons they've learned, their stories will put a fire in your belly and
fill you with hope.--Jacket
  smart and gets things done: The Smart Passive Income Guide: How to Successfully Create
Passive Income Streams With A Growth Mindset Bruce Walker, 2015-04-24 DISCOVER: The Passive
Income Stream That Suits You Not Every Type of Passive Income is For Everyone To know which
type of passive income stream that suits you best, you need to clarify your ambitions and honestly



assess your skills and your financial situation. This guide introduces different passive income ideas
and explains the Pros and Cons of each type. From reading this guide, you can easily identify which
passive income (or Residual Income) path is right for you. ☆ 80% Mindset / 20% Strategy ☆ YOU can
have great tactics, strategies and information on how to create passive income – but to actually earn
a passive income, having a winning, positive and empowering mindset is much more important. In
this guide, we’ll discuss some common traits and beliefs of successful passive income earners. We’ll
find out why they’re so successful and how they overcome obstacles. We’ll discuss some of the
limiting beliefs and myths that many of us have about earning passive income. This is not a guide on
just teaching you ''How to make passive income''. We will discuss a great deal on the mentality you
need to have to stay on track. ☆★☆ Highlights of The Smart Passive Income Guide: ☆★☆ • Common
Misconceptions about Passive Incomes • A Successful Mindset for Making Passive Income • The
Pros and Cons of each Type of Passive Income Stream • How to Build a Passive Income Business •
Obstacles to Building Passive Income • Which Type of Passive Income Suits You Best • 5 of The Best
Passive Income Options *BONUS Chapter* 5 of The Best Ways to Earn Passive Income In the last
chapter, we’ll discuss five of the best ways to earn passive income. They are effective, easy to
implement and highly recommended by Bruce and some of other top passive income earners.
Everyone can earn passive income! All you need is the right mindset and the right strategy.
Remember: Taking Action is The Key to Success. Download Now and Start Building Passive Income
Today!
  smart and gets things done: Found Isa Garcia, 1971-12-01 Isa Garcia believes that everybody
deserves love letters. She wrote these letters in Found for you: the girl who has been feeling a bit
lost; the girl who likes to run from pain; the girl who is ready to go; the girl who is a lot of things at
one time or another. Isa knows that there are days when you would need to be reminded that you
matter, you are not alone, and the world is a far better place with you in it. SPECIAL FEATURES: -
Illustrated, full-colored, pull-out postcards of quotes from the book
  smart and gets things done: Smart Work (2nd Edition) Lucy D. Freedman, 2012-11
Freedman demonstrates to today's corporate managers and high-tech professionals that the
seemingly chaotic world of corporate communication actually has a structure and that the structure,
or syntax, can be decoded and used to one's advantage.
  smart and gets things done: The Smart Divorce Deborah Moskovitch, 2007-07-01 Practical,
savvy, and wide-ranging, this resource shows men and women how to avoid the pitfalls that turn a
straightforward divorce into a nightmare. Drawing on her own personal experience, the author also
brings together the best advice from a wide range of experts that include divorce attorneys,
mental-health professionals, and financial gurus. This guide coaches separating couples how to build
a shortlist of the best divorce attorneys in their area, how to conduct an interview to find the right
one, and what the full range of legal options are for each case. Further tips explain how to manage
the paperwork, ways to lower legal costs, and practical advice for getting back to normal once the
divorce is finalized. This reassuring manual also explains the stages of divorce grief and how to
separate the emotional divorce from the legal divorce.
  smart and gets things done: The Smart But Scattered Guide to Success Peg Dawson, Richard
Guare, 2016-01-15 Meeting a huge demand, Peg Dawson and Richard Guare (authors of the
bestselling Smart but Scattered books focusing on kids and teens) now provide a state of the art
resource specifically geared to adults. Drs. Dawson and Guare offer expert guidance for boosting
executive skills--the core brain based abilities needed to get more done with less stress. Readers will
be drawn in by realistic examples, self quizzes, and science based tools for strengthening time
management, organization, emotional control, and more. And what you can't change, you can work
around! The book is packed with simple yet effective strategies for maintaining focus, conquering
clutter, staying on top of work demands, and taming the chaos of family life. Numerous worksheets
and forms (which purchasers can download and print in a convenient 8
  smart and gets things done: 301 Smart Answers to Tough Business Etiquette Questions
Vicky Oliver, 2010-10-06 As times change, so do norms of behavior in the office. 301 Smart Answers



to Tough Business Etiquette Questions has the answers you need to survive daily life in the
professional environment. Following the same popular Q&A format of her bestselling 301 Smart
Answers to Tough Interview Questions, Oliver will tell you how to get the job and how to keep it by
navigating all the intricacies of the modern workplace. Where other etiquette guides evoke images
of a stilted and stuffy Victorian tea party, Oliver’s witty answers to common questions are both
engaging and accessible. She believes that etiquette is not a throwback to some bygone age, but has
a direct and tangible impact on your career right here and now. Off come the white gloves as she
tears away the corporate veil to reveal things they still don’t teach at Harvard Business School, such
as: Making a good first impression (and how to fix a bad one!) How to behave in elevators, airplanes,
and supply closets Surviving cabs, commutes, and coffee shops Why time is not necessarily money
everywhere on the planet Pre-approved conversational topics from A to Z Dining rules and
regulations for the twenty-first century What to do when you are suddenly unemployed Electronic
communication And much more! 301 Smart Answers to Tough Business Etiquette Questions will
ensure that you know how to conduct yourself in every conceivable professional interaction.
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