
 
QUICK TIP #17 
 

 

UNCLEAR EXPECTATIONS 
“Unclear expectations in the area of goals undermine communication and trust”, 
states Stephen Covey in his book The 7 Habits of Highly Effective People. 
Expectations are mainly implicit, meaning they are never recited out loud. However, 
you still have very obvious and clear expectations of others. The general public 
judges others based on their preemptive assumptions and expectations of one 
another. The goal is to make your expectations clear and straightforward. Putting 
expectations out on the table for people to hear prevents negative situations in the 
long term. If you feel these expectations have been violated or undermined in any 
way, trust is lost. Discussing your feelings and expectations leads to more fulfilling 
relationships.  
 
The 7 Habits of Highly Effective People® 2-day experience provides the foundation 
to strengthen the human side of performance at the personal, managerial, and 
organizational levels. Equip your employees with the tools and skills to work at the 
highest levels of effectiveness, both with and through others. 

 

Workshop Dates: March 12-13, 2009 
Get proactive today! 

Brought to you by the Continuing and Professional Studies Office 

 

QUICK TIP #18 
 

 

CONTACTS COUNT 
One of the top ten qualities employers look for when selecting a candidate 
for a public relations position is someone with numerous contacts. How do 
you get numerous contacts? View your next encounter as a networking 
opportunity. Social events, meetings, conferences, even casual lunches 
with friends are all networking opportunities! Always have your company 
or business in mind. Carry your business cards with you at all times. You 
never know when you might share your business card with someone that 
can spread the word about a product or service your company offers. 
There is nothing better in the PR world than great relationships! Every 
encounter is a networking opportunity, so be the first to say "hello." 
 
“Public Relation Strategies” online certificate program introduces 
participants to job circumstances they will encounter in public relations 
careers. 

Online and ready when you are! 
Jumpstart your career in public relations 

with Public Relations Strategies!  
Brought to you by the Continuing and Professional Studies Office 

QUICK TIP #19 

 
 

KEEPING IT SHORT & SWEET 
For a quick and easy 5 minute effective presentation, define the overall 
goal of the presentation. Make sure to stay on track and not go off on 
tangents. It’s key to be sincere and brief. Define who the audience is. 
Identify three key supporting take-home points and visuals (FYI: an 
audience rarely remembers more than three). Define what you want the 
audience to do as a result of your presentation. Project confidence…and 
always remember that practice makes perfect! 

 
The 7 Habits for Managers® 2-day workshop focuses on the 
management applications of the 7 Habits giving managers the tools to 
take initiative, resolve conflicts, and unleash the talents and passions 
of their teams. 

 
Workshop Dates: April 23-24, 2009 

Enhance your management skills today!  
Brought to you by the Continuing and Professional Studies Office 

 

QUICK TIP #20 

 
 

LEGAL DOESN’T EQUAL ETHICAL 
This is one of the greatest myths in the workplace regarding ethical 
behavior. You can be unethical, yet operate within the limits of the law.  
For example: withholding information from superiors, lying or hiding 
budget information, constantly gossiping about others, etc. However, 
breaking the law often starts with unethical behavior that has gone 
unnoticed. Slowly, but surely, people have created unethical habits without 
even noticing. It’s like putting a frog in hot water, it will jump out 
immediately. However, if you slowly heat up the water, the frog never 
knows and just adapts to the situation. So be aware of unethical patterns 
and stop them before they become a bad habit for you and your company. 
 
“Ethics” is online continuing education helping you and your employees 
understand ethics, which helps to build your company’s reputation.  

 

Online and ready when you are! 
Uphold an ethical environment in your business 
Brought to you by the Continuing and Professional Studies Office 

http://capso.tamu.edu/all-programs/ethics

