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I n t r o d u c t i o n 

F o r  t h i s  b o o kl e t  I  d i s ti l l e d m a n y i d e as  f r om  t h e b o o k b y  th e  s am e  n am e .  I n  t h is 
b o ok l e t , I  w il l  g iv e  y ou  s o me  i d ea s  a bo u t  w h at  t o d o  to  g e t a  r ai s e  an d  p r o m o t io n .  For
a l l  t h e  de t a i ls  o f  h o w t o d o  it ,  y ou may want to o b ta i n my  f ul l  b oo k (details later) .
Meanwhile, feel free to email  t hi s  FREE b oo k l e t to y o u r frients &  a s s oc i a t es . 

How do you do THAT?

L o ok  a r ou n d .  S e l e ct  s o m e  m a n - m a d e o b j ec t .  I s  i t  a c h a ir ?  C el l  p ho n e ?  3 - r i ng 
b i nd e r ?  D e s k ? P e n ci l ?  Ca r p e t?  A u to m o b il e ?  Co u l d  y o u  ma k e  th a t  ob j e c t? 

Y o u s a y ,  “ M a y b e.  B u t,  I  wo u l d  a t  l ea s t  ne e d  s o m e  in s t r uc t i o ns ,  m ay b e  ev e n  a
f a ct o r y .” 

A h a!  I n s t r u c t i o n s !  W h e re  d o  t h e y  c o m e  f r o m ? W el l ,  s o m e o ne  f i gu r e s  o u t  ho w  t o
d o  s o m e th i n g  a n d  th e n  w r i t e s  t h e  i n s t r u c t i on s  d ow n  o n a  c oc k t a il  n a pk i n  or  a  no t e p ad 
o r  m a y b e t y p es  t h e i n s tr u c t io n s  in t o  a w o r d p r o ce s s o r .  N o w ,  s o me o n e  c a n  f o l l o w  t h e 
i n s t r u c ti o n s  t o  p r o d u c e t h e  s a m e  r e s u lt . 

S e e t h a t  w i n d o w  o ve r  t h e r e ?  I f  y o u  h a d  no  i n f o r m a ti o n  ( a n d  co u l d  g e t  no 
i n f o r m a ti o n ) , h o w  l o n g  w o u l d i t  ta k e  yo u  t o m a k e t h a t s i m pl e  w in d o w pa n e ?  O K ,  yo u 
k n ow  i t ’ s  m a de  f r om  m e lt e d  s a n d .  H o w  lo n g  w o u l d  i t  t ak e  y ou  t o  m a k e  a  p a ne  o f 
g l as s ? 

H m m m ,  y ou  h e at  s o m e  s a n d . . .  w ha t  i n?  H o w  h o t ? H o w  d o  y ou  c o nt r o l  t h e 
t e mp e r a tu r e ?  H o w  do  r e mo v e  th e  i mp u r i ti e s ?  H o w  do  y o u m a k e i t  f l a t ?  H o w  do  y o u
c u t i t  to  t h e d e s ir e d  s h a p e ? E t c . I  d on ’ t  kn o w ,  d o  y ou ? 

Someone Figured it out and Wrote it down

W e ll ,  l on g  a go  s o m e b o d y f i g u r e d  ou t  h ow  t o  m a k e  g l a s s .  T he y  a t l e a s t  s h ow e d  or 
t o ld  s o me o n e  e l s e  ( t r i ba l  k no w l e dg e )  ho w  t o d o  it .  T he n ,  ov e r  ce n t u r i e s ,  g l a s s m a k e r s 
c o nt i n u al l y  r e f i n ed  a n d i m p r o v e d  t h e  ar t  o f  g l a s s  m a ki n g .  I n e v it a b l y,  t h e a r t  h a d  to 
e v ol v e  f r o m  tr i b a l k n o w l e d g e t o  do c u m en t e d  t e c h no l o g y. 

T o d a y ,  w i t h  a s i m p l e  s ea r c h  o f  t h e  I n t e r n e t ,  y o u  c a n  l e a r n  a b o u t  g l as s m a k i n g  as 
f a s t  a s  y o u  ca n  r ea d .  Y o u c o u ld  n o t r e c r e a t e  t h i s  t e c h no l o g y f r o m s c r at c h  in  o n e
l i f e t i m e. 

H e re ’ s  t h e  p oi n t .  A s  I ’ v e s t r es s e d  i n  a ll  m y  P r o f it a b l e V e n tu r e  Ta c t i cs  ( P V T ) 
n e w s l e t te r s ,  y o u ’ ve  g o tt a  w r i t e  s t u f f  d o w n . T h i nk  a b ou t  i t.  I f  o u r  pr i o r  g e n e r a t i o ns 
h a dn ’ t  w r i t t en  s t uf f  d ow n ,  w e  w o ul d n ’ t h a v e g l a s s ,  m od e r n  h o u s in g ,  TV s ,  mi c r o w a v e 
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o v en s ,  au t o m ob i l e s  m e d ic i n e , c l e an  w a te r …  w e ’ d  pr o b a bl y  s ti l l  be  s e ar c h i ng  f o r  t h e 
s e cr e t  of  f i r e ! 

Y o u r  j o b  m a y  s e e m  o b v i ou s  o r e v e n  r e p et i t i ou s  t o y o u . O r  y o u  m a y  s a y ,  “ M y j o b  i s 
v e r y  c o m p l e x  a n d  un p r e di c t a bl e ,  it ’ s  di f f e r e n t  ev e r y  d a y .  I t ’ s  i m p o s s i b l e t o  do c u m en t 
m y  j o b ! ”  H ow e v e r,  i f  y o u r  j o b ’ s  t e c h n o l o gy  ( h ow - t o - d o - i t )  i s  n o t  d o c u m en t e d , n o 
o n e c a n  s u c c es s f u ll y  i n h e r i t  y o u r j o b . A nd  t h at  w i ll  k e ep  y o u s t u ck  d o in g  t he  s a me 
j o b o v e r  a n d  o v e r  a n d  ov e r . .. 

I  d i s c o ve r e d  t h i s  f a c t  t h e  h a r d  w a y . 

In my first aerospace programming job, I worked four years on the same
machine language program. I was very proud of that program. I wrote every
instruction. I knew the program inside and out. I was the one who ran the program.
As engineers talked about new missile features, I was coding in my head. I did a great
job. I thought I deserved a promotion, a good raise, and another project.

But, my work was undocumented! Little did I know that this not only made me
unpromotable - it guaranteed that I would not get new assignments! My work
was important, and I was the only one that knew how to do it. (Can you say “ego
trip?”) Eventually, to get rid of what became a repetitious, dead-end job, I moved to
another company.

My old boss was left without a replacement - and precious little to show a new
employee. He didn’t know, and I didn’t know, about the importance of
documentation – and it was too late to do much about it.

Y o u  M O V E U P  on l y  if  y o u  c a n  b e  r ep l a c ed .  Y ou  c a n g r o w  y o u r  o r g an i z a ti o n 
O N LY  i f  y o u  ca n  p r o m o t e a n d /o r  r ep l a c e y o u r  e m p lo y e e s .  A n d y o u  c a n  do  t h is  b y 
d o cu m e n ti n g  yo u r  po s i t io n s  in  w e ll - o r ga n i z ed  O p er a t i on s  M an u a l s . 

Today’s Managers Suffer Increasing Pressure...

M o s t  m a n a g e r s  t h e s e  d a ys  s u f f e r  in c r e as i n g  p r e s s u r e  t o  s l as h  c os t s  an d  g et  m o re 
d o n e  w i t h  f e w e r  p eo p l e . T h is  u s ua l l y  m e a n s  w r i ti n g  s t u f f  d o w n .

You can help. Now is an excellent time to get yourself promoted by writing down
what you already know. Even if you don’t have the time or inclination to write
yourself, have someone else do it. It’s not important who does it. It is important that it
gets done.

Y o u  d e c id e .  D o n ’ t  l e t  re s i s t a n c e  t o  w ri t i n g s t u n t  t h e g r o w t h  o f  y o u r c a r ee r  o r
b u s i n e s s !  L e t’ s  l oo k  t o y o u r  f u t ur e … 
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You’ve Done It!

Y o u ’ v e  d o n e  it !  Y ou  w o rk e d  h a r d  t o  g e t  y o u r p r o m o t i o n  a n d  r a i s e!  T od a y  is  y o ur 
l a s t  d a y i n  yo u r  cu r r e nt  j o b.  Y o u h a n d y o u r  O p e r a t i o ns  M a nu a l  an d  C he c k p oi n t 
D o cu m e n ta t i o n t o  yo u r  r e p l a ce m e n t. 

You know your replacement will have no problems inheriting your old job. He
won’t be calling you with problems. He’s happy that you helped him get started on a
winning track. And he’s ecstatic about his promotion to your old job!

With confidence, you shake hands, congratulate each other, and wish each other
well. You grab your briefcase, and leave for your new office. As you walk down the
hall, you realize how easy it was. You’re even planning how you’re going to get
promoted again – because now you know a fast way to “move up the ladder.”

T h e v a l u a b l e  t i m e  a n d  m o n e y  s a v i n g  i n f o r m a t i o n  in  t h is  b o ok l e t  m a d e  a 
t r em e n d ou s  p os i t i ve  c h an g e  t o  m y  a p p r oa c h  t o  b u s i n e s s .  I t  h e l p ed  m e  b u i l d m y 
e n ti r e  or g a n iz a t i on .  T he s e  s a m e  be n e f it s  a r e  n o w  a v a il a b l e t o  yo u  b ec a u s e y o u  n o w 
h a ve  m y  e x p e r i e n c e t o  gu i d e  y o u .  T h e  pu r p o s e  o f  t h i s  b o o k le t  i s  t o  gi v e  yo u  t hi s 
i n f o r m a ti o n  I ’ v e  pr o v e n t o  be  v a lu a b l e. 

W i t h o u t  t h i s  r e p o rt ,  y ou  c o u l d  s p e n d  m a n y  ye a r s  t o  d is c o v er  w h at  I  k n o w  n o w . 
W i th  m y  a s s i s t a n c e,  y o u c a n  b e  c le a r  ab o u t  t h e  co r r e ct  s t ep s  t o t a k e f r o m t h e  s t a r t s o 
y o u c a n  q u i c kl y  e ar n  y ou r  p r o m o t io n  w hi l e  s a v i n g t i m e a n d  f r u s tr a t i on . 

F r om  t h is  p o in t  f or w a r d  p l e as e  t h i n k  of  m e  a s  a  f r i e n d  y o u  h a v e k n o w n  f o r s o m e
t i m e ,  s o  I  ma y  s pe a k  f r a n k ly ,  a s  y o u  w o u l d e x p ec t  a  f r i e nd  t o  d o . 

Like me, you’re probably methodical. I know you value order, neatness, facts,
attention to detail, and accurate reporting. You appreciate seeing tables and diagrams.
You don’t need flowery, emotional language. You want order, analysis, and factual
information. You may be interested in cooperation and service to others. You may be
creative.

You’re probably competitive, I know you appreciate real challenge. You’re goal-
oriented, motivated, and success-oriented. You’re accomplished, direct, to-the-point
with an eye toward future success. I trust you have a sense of adventure with high
values and personal integrity.

I n  o r d e r t o  ge t  a  r a i s e a n d  p r o m ot i o n  t o  a d v a n c e y o u r c a r ee r ,  yo u  w il l  n ee d  t o: 

• Evaluate your current position and what you can do about it.

• Leverage what you already know into a career move that benefits everyone.

• Develop an Operations Manual with action plans and flowcharts if necessary.

B u t ,  i f  y o u  m e r e l y r e ad  a b o u t  t h i s  s y s t e m  a n d  d o  n ot h i n g a b o u t  i t , y o u  w o n ’ t  g e t 
t h e f u l l b e n ef i t  of  m y  e x p e ri e n c e.  I ns t e a d,  w h y n o t  m a k e  y o u r  c o m m it m e n t n o w  t o 
u s e t h e s e  s i mp l e  id e a s  y o u r s e l f  an d  s ee  h o w  w e l l t h e y w o r k f o r  y o u . 

http://www.SeniorManagementServices.com/7a.html
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T h is  s i m p l i f ie d  s ys t e m  d e m a n d s  o n e  e s s e n t i al  i n gr e d i en t :  y o u m u s t b e  w i l l i ng  t o 
s h ar e  y ou r  i nf o r m at i o n  a n d  do  s o me  e a s y  w o r k  i n  y o u r  o w n  s e l f - in t e r es t .  Y o u  m us t 
r e al i z e  t h a t  y o u r  p r o m ot i o n  i s  u p t o  yo u .  Y o u  m us t  p r o m o t e y o u r s e l f  s u c h  t h a t  y o u r 
m a na g e r  w i l l  b e  “ s o l d ”  o n  y ou r  i de a  a nd  w i ll  f i gh t  f or  y o u i f  ne c e s s a r y . 

M a yb e  y ou ’ l l  b e  “ f o r c e d ”  t o  a c c e p t  a  p r o m o t i o n  yo u  d on ’ t  w a n t … 

Circa 1980… I’m working in the creative department of a fantastic organization. I
love working here in the back room doing my thing. I’ve also been a freelance writer
for about 5 years.

Keith, my manager walks in and asks me to assist him with an evening project that
will take ten weeks to complete. I say “OK.”

At our week 5 meeting, Keith says, “Mike, it’s time for you to be a manager.”

That sends chills down my spine! I’m flattered, but not interested. “Oh no thanks, I
like working in the creative department.”

He says, “Mike! What are you going to do, hide in the creative department your
whole life?” Now I’m insulted and angry. “C’mon, I’ll train you!” I’m thinking, why
should I be trained for something I know I won’t like?

In spite of my resistance, Keith begins training me anyway. He hands me a 3-ring
binder. “First, you must read this ‘Logistics Manual.’” As a writer of computer
manuals, I can appreciate the value of this manual. Everything is here – how-to-do-it
– from 6 AM to midnight. I can see how it would work for others…but not for me!

I work on Keith’s team for the next 10 weeks having a great time. But, as soon as the
project ends I flee – back to my monastic cell in the creative department.

Two weeks later, Keith comes in and says, “We need a manager for another 10-
week project and you’re it.” I resist with excuses, but I’m cut off at the knees. I have
no choice!! And my friend – the voice in the back of my head that sounds like me –
whispers, “You can’t do it! You’ll never make it! You better just quit!”

But, before I can say “NO,” I’ve somehow signed an agreement to do the job for ten
weeks. Now I AM terrified.

Twice, in the next couple of days, I study the Logistics Manual. The instructions
seem easy enough, but I have this feeling of imminent ruin.

Day One arrives and I go in early. Again, I study the manual. Then my team shows
up. My biggest fear! I am deathly afraid of telling others what to do. That is my
unexpressed fear. I feel powerless to manage a team! My mind is screaming, “What if
they refuse to do what they’re told? What if there’s mutiny?” All these fears come
crashing in… Step 1 in the manual says: Conduct a team meeting and assign tasks to
the team members. “Uh oh, they’ll hate me when I assign them various tasks…”

I reluctantly call the meeting to order. In mere moments, I’m transformed from
fear to elation. You see, the team members had also signed agreements to assist for
ten weeks. Plus, Keith has trained them on how to do everything.

http://www.SeniorManagementServices.com/7a.html
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(Later that evening.) Wow! Everything is going great! Everyone is inspired and
making a brilliant contribution. I love this! My whole professional life is being
transformed in ten weeks!

Within days, I find someone to replace me in the creative department and
become a full-time manager forthwith!

I  ow e  m y p r o m o t i o n  t o  t w o  t h i n g s . F ir s t ,  K e i t h s a w  m y  p ot e n t ia l  a nd  l i te r a l ly  f o r c e d 
m e  t o  f ac e  m y f e a r s  a n d a c c ep t  t he  p r om o t i on .  S ec o n d ly ,  t h e m a i n  i n g re d i e n t  o f  m y 
s u cc e s s  w a s  t h a t  m a n u a l;  i t  m a d e  m e  a  w i n n er  f r om  D a y O n e !  A ll  I  ha d  t o w a s 
f o ll o w  th e  i ns t r u ct i o n s  t h a t g a v e m e  th e  c on f i d en c e  to  c o nq u e r  m y  f ea r  o f  m a n ag i n g 
p e op l e . 

My background for Writing this Booklet

I n  s c h o ol ,  I  w a s  a s c i en c e  an d  m at h  m aj o r  a nd  w o r k e d  in  n u me r o u s  r e s ta u r a nt s 
w h il e  a tt e n d in g  f ou r  c ol l e g es  ( t ak i n g  t h e  co u r s es  I  w a n t e d a n d  n o n e  t h a t  I  d i dn ’ t 
w a nt ) ,  un t i l  m y  b ig  b r ea k  i nt o  s ci e n t if i c  co m p u te r s  an d  a er o s p ac e  a pp l i c at i o n s . 

M y  c a r e er ( s )  h a v e  i n c l u d e d  s u c h  p o s i t io n s  as :  o f f i c e  b o y ,  p a p e r b o y ,  s h a g  b o y ,  f r y 
c o ok ,  r es t a u r a n t  ma n a g er ,  c om p u t er  p r og r a m me r ,  pr o f e s s i o n al  g u it a r i s t ,  s of t w a r e 
d e s i g n  ma n a g er ,  c om p u t er  s a le s m a n,  d i s t r i c t s a l es  m a na g e r , f r e el a n c e w r i te r , 
w o r k s h o p m a n ag e r ,  s a i l bo a t  s k i p p er ,  p ho t o g r a p h e r ,  m a r t i a l  a r t s  i n s t r u c t o r ,  c o ns u l t an t , 
a n d c o m pa n y  f o u n d er  w h o’ s  h ad  t o  “ a c t - a s ”  pr e s i de n t ,  v i c e  p r e s id e n t , d i r ec t o r ,
d e pa r t m en t  m an a g e r ,  a n d “ p r in c i p al  g o - f e r . ” 

M y  t r e n d  w a s  t o  w or k  f or  s m al l e r  c o m p an i e s  f o r  s h o r t er  p e ri o d s  u nt i l  I  f o u nd e d 
t h e D O CU M E N T A T I O N E X P R E S S  t o h e l p c o m pa n i e s  d e v el o p  th e i r  d o c u me n t a ti o n . 
T h e D O CU M E N T A T I O N E X P R E S S  i s  n o w  a  d i vi s i o n o f  S e n i o r  M a n ag e m e nt  S e r v i c e s , 
w h ic h  I  f o u n de d  1 0 y e a r s  l a te r . 

M y  b e s t  b u s i n e s s  t r a i n in g  c am e  f ro m  r ea l - w or l d  m a r k e t i n g  an d  s al e s  p o s i t io n s , 
n o t c o l le g e  bu s i n es s  c ou r s e s  ( w h ic h  I ’ v e  n ev e r  ta k e n ) . 

The marketplace does not hand out credentials. Credentials don’t
determine RESULTS! The marketplace is the only ‘institution’ where
RESULTS count more than credentials.

Building the Case for Sharing Knowledge

I n  t h e  ‘ 6 0 ’ s , I  g ot  h i re d  a s  a  m at h e m at i c i an / p r og r a m m e r  f or  a n  a e r o s p a c e 
c o m p a n y . W he n  I  s h o w ed  u p  f o r  w o r k ,  t h e r e w a s  n o  c om p u t er  t o  p r o g r a m ! 

“What! No computer?” I said
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“That’s right! And we won’t have a computer for 9-12 months!” said Cy, my
manager. “So, we will spend the next 9-12 months designing and flowcharting.”

Heretofore, my entire programming experience has been writing code. I “design” in
my head, code “on-the-fly,” and analyze post-run core dumps. Cy’s idea is totally
new – and totally unacceptable from my point of view. But then, I tend to resist
people who tell me how to do my job. (How unusual, eh?)

Still, we programmers begin designing and flowcharting. We have weekly meetings
to clarify logic and interfaces. We also meet with the hardware engineers who are
designing and building the “Buck Rogers” Lunar Lander (Surveyor) and ground
station equipment.

Soon, in spite of not having a computer, we advance ahead of schedule.
Eventually, the computer comes in, but it doesn’t work. Still, we begin coding up our
detailed designs. Once they get the computer working (sporadically), checkout is a
breeze.

One November day, Cy comes over to my desk and says, “I’ve decided to appoint
you as ‘Acceptance Test Director.’” My job is suddenly expanded. I must now create
and document a system test that will prove to JPL scientists that our whole system
works (the computer, disk and tape drives, plus many huge pieces of equipment used
for post-landing control of the Lunar Lander) – no matter what.

I can see that this job requires a very complicated test plan and “script.” It will
involve real-time communication with many engineers who tweak knobs and interpret
all the flashing lights. What’s more, people from JPL will try to crash the system
during the test. Our system must be made crash-proof!

With trepidation, I begin writing the Acceptance Test Procedure. I try testing it in
sections with help of other programmers and engineers. But, everyone (especially me)
gets confused and distracted by everyone yelling across the huge “development lab.”

[LOUD YELLING] “OK. Turn on the Bimat Processor.” … “Is it on?” …
“Well, the lights are flashing. Hey Jerry, are you getting any data over
there?”… “No… whoops, I think this cable’s loose. Try it again.” …
“Hey Mike, the tape drive might be hung up – is the ground station
sending data!” … “Hey Bob, what’s wrong with the tape drive?”… “I
don’t know, I’ll have to go and check…”

Confusion reigns. Eventually, we buy some headsets for everyone to eliminate the
yelling and screaming. A few days later, I take my script and headset to a room far
from the equipment and people. From here, I can “call the shots” and direct the
system test. The only thing I can see is my test script. My only feedback comes from
engineers and programmers over my headset.

Soon, the Test Procedure exceeds 150 pages of step-by-step instructions. Day by
day, through testing we find and correct system errors. Finally, it’s crash proof, short
of taking a fire ax to the CPU. We pass JPL’s test with flying colors.
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Within days, my company moves the whole system to JPL and we all fly to JPL for
our white-knuckle final test before vehicle launch.

To my surprise, the phone on my visitor’s desk rings. It’s my wife’s aunt. There is
a desperate family emergency that requires that I return to Palo Alto immediately…

D i d  m y  p e r s o n a l  e m e r g e n c y  s t o p  o r e v e n  d e l ay  t h e f i n al  t e s t ?  N o! 

A l l I  h ad  t o  d o  w as  g i ve  B o b  m y  h e a d s et  a n d  A c c ep t a n ce  T e s t  P r oc e d u re  s c ri p t 
a n d  c a t ch  a  p l a n e . B ob  r e pl a c e d m e  as  T e s t  D i r e c t o r  b e c au s e  I  c o u ld  n o t r e t ur n  t o
J P L.  T h e s y s te m  t es t  w en t  e xa c t l y a s  pl a n n ed  a n d J P L  w a s  un a b l e t o  cr a s h  t h e  s y s t e m
–  a l l b e c au s e  m y  j o b  w a s  t o t a ll y  d oc u m e n t e d .  A n y o n e  c o u l d  h av e  d on e  i t ! 

Imagine what would have happened if my work was undocumented!

O h , y e s  t h e  la u n c h,  f l ig h t ,  l a n d in g ,  an d  v eh i c l e c o n tr o l  w e r e  a s u c ce s s  be y o n d
e v er y o n e’ s  w il d e s t i m a gi n a t io n ! 
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Overview of the 7 Steps

I  tr u s t  y o u  ar e  b eg i n n in g  t o a p p r e c i a te  t h e v a l ue  o f  d o c u me n t e d w o r k i n s tr u c t io n s . 
N o w ,  l e t’ s  t ak e  a  l o o k  a t  t he  7  S t e p s . F i gu r e  1  b e lo w  s ho w s  th e  7  S t e p s  ( b o xe s )  an d 
d a ta  ( c ir c l e s )  c r ea t e d  b y  e ac h  s te p  t ha t  f ee d s  in t o  th e  n ex t  s te p . 

Current 
Conditions

Plans & 
Decisions

1. Assess 
Current 

Conditions

3. Organize 
Your 

Resources

Re-
sources

4. Produce 
Operations 

Manual (OM)
OM5. Qualify & 

Correct OM
Certified 

OM

6. Deliver OM 
& Train Your 
Replacement

OM & 
Replace

ment

2. 
Communicate 

Your  
Intentions

Intentions

7. Checkpoint 
Your Projects 

& Move up

Figure 1. Overview of the 7 Steps to Your Promotion

B e lo w ,  I  h a v e l i s t e d  t h e  s e ve n  s t e p s  w i t h  es t i m at e d  d a y s  t o  c o m p l e t e e a c h  s t e p ( s ) . 
N o ti c e  th a t  S t e p  4 w i l l t a k e t h e  l o n g es t ,  de p e n d o n  th e  t yp e  o f  w o r k y o u  d o . 

Step 1. Assess your Current Conditions and Set Objectives

Step 2. Communicate your Intentions

Step 3. Organize your Resources

4-7 days

Step 4. Produce your Operations Manual 7-40 days

Step 5. Qualify and Correct your Operations Manual 4-7 days

Step 6. Distribute your Operations Manual / Train your Replacement

Step 7. Checkpoint your project(s) and Move Up

1-2 days

“Successful people in this world are those who get up and look for circumstances they
want. If they can’t find them, they make them.”

--- George Bernard Shaw
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S t e p  1 .  A s s e s s  C u r r e n t  C o n d i t i o n s  &  S e t 
O b j e c t i v e s 

If you’ve already been promoted and you’re going to move right away, please go
directly to Step 7.

I n  S t e p  1 ,  y ou  a s s e s s  yo u r  cu r r e n t  c o n d i t i on s .  T he n ,  yo u  c an  b e gi n  t o m a k e y o u r 
p l an s  a nd  s e t y o u r  o b j ec t i v es .  W an t  t o m o v e u p ?  W h e r e d o  w a n t  to  g o ? L e t ’ s  l o ok  a t 
s o me  p o s s i b i li t i e s .  R e ad  o n .

Management Positions in the Business World

W h er e  a re  y o u  n o w ? W ha t  i s  y o u r  s i t ua t i o n a t  yo u r  cu r r e nt  c o mp a n y ? W h a t i s  th e 
s i tu a t i on  i n  y o u r  p a r t ic u l a r  i n d us t r y ? W h e r e  d o  y o u  w a n t  to  g o ? W h a t w o u ld  b e  i d e a l? 
T h es e  a r e  q u es t i o ns  t h at  o n ly  y o u c a n  a n s w er .  I  s u g g es t  t ha t  y ou  j o t d o w n a  f ew  n o te s 
t o  g e t  s t a r t ed . 

H o w e v e r , k n o w  t h i s :  Y ou  c a n g r o w  y o u r  o r g an i z a ti o n  O N L Y  if  y o u c a n  p r o m ot e 
a n d/ o r  r e p l a ce  y o ur  e m pl o y e es .  F ur t h e r ,  Y O U  c a n  m o v e  u p  o nl y  i f  Y O U  c a n  pr o m o te 
a n d r e p la c e  yo u r s el f ! 

To restate, you can’t move up if there is no one to replace you!

“ M ov i n g  u p ”  -  a  “ p r o m o t i o n ”  -  m ea n s  m a n a g in g  m or e  s t u f f ,  p e o p le  a n d 
r e s o u r c es .  I t  m e a n s  m o r e r e s po n s i bi l i t y a n d  i n c r ea s i n g a c c ou n t a bi l i t ie s . 

S o , f r o m w h e r e  w o ul d  y ou  m o ve ,  a nd  t o  w h e r e? 

When I talk about promotion, I’m referring to a promotion based on MERIT and
SKILLS (as opposed to promotion based on politics, political correctness, diversity,
popularity, “affirmative racism,” bribery, extortion, blackmail, or sexual favors
popular in degenerate organizations).

O K , l e t ’ s  e x am i n e  t h e  b a s i c  h i e r ar c h y  o f  n on - m a n a g e r  a n d  m a n a g er  p o s i t i o n s  i n 
t h e b u s in e s s  w o r l d . 
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What is a “Manager” Anyway?

I n  b u s i n e s s ,  a  “ m an a g e r”  i s  u s u a ll y  s om e o n e w h o  m a n a ge s  a n d  d i re c t s  o t h e r
p e op l e .  H ow e v e r ,  t h er e  a r e  i m po r t a nt  e x ce p t i on s  t ha t  I  w i l l  d i s c us s  l at e r .  M e a n w h i l e ,
I  w i l l  de s c r ib e  a  5 - l e ve l  h ie r a r ch y  o f  b u s in e s s  m a n a ge m e n t i n  th e  f ol l o w in g  o r d e r . 

1. Non-Manager

2. Process/Stuff Manager (my term)

3. Supervising Manager

4. Middle Manager

5. Executive Manager

A s  y o u  m o v e  “u p ”  f r o m  1 t o  5,  e a ch  l e ve l  r eq u i r es  m o re  s k il l s  an d  e xp e r i en c e . 
K e ep  i n  m i n d  t h i s  h i e r ar c h y  i s  n ot  c a s t  i n  s t o n e,  a n d e v e r y  c o mp a n y  i s  d if f e r en t .  A n d 
y o u m u s t l e a r n  a b ou t  t he  w o r k  i n he r e n t i n m a n ag e m e nt  p o s i t i o ns . 

N o w ,  l e t ’ s  t ak e  a  l o o k  a t  s om e  o rg a n i za t i o n a l  s t r u c t u r e s  an d  m an a g e m e n t 
p o s i t i o n s  w i t h i n  t h e m . 
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Organizational Structures

B u s i n e s s  F u n ct i o n S y m b o l 

1 .  N o n - Ma n a g er 

M o s t  w o r k i n g  p e o p le  a r e n o n - m a n a ge r s ! 

N o n- m a n ag e r s  r a r e ly  a p pe a r  on 
O r ga n i z at i o n  C h a r ts . 

N o n - M a n ag e r 

2 .  P r o c es s  /  S t u f f  M a n ag e r 

I f  y o u ’ r e  w h at  I  ca l l  a P r o ce s s  M a n a g er 
o r  S t u f f  M a n ag e r ,  y o u  ma n a g e e i t he r 
c o mp l i c at e d  pr o c e s s e s  or  l o ts  o f  s t u f f . 
Y o u’ r e  a s p e ci a l i s t  w i th  v a lu a b l e
e x pe r i e nc e  –  b u t  yo u ’ r e n o t  a c c o un t a b le 
f o r  m a n ag i n g  o t h e r  p e o pl e . 

P r oc e s s  /  S t u f f  M an a g e r

3 .  S u p e rv i s i n g  M a n a g e r 

I f  y o u  oc c u p y t h i s  1 s t  l e v e l o f  pe o p l e- 
m a na g e m en t ,  yo u  p r o b a b ly  m a na g e 
N O N - M A N A G E R S  w h o  pe r f o r m 
I D EN T I C A L  o r  N E A R LY  I D EN T I C A L 
w o r k . 

S u p e r v i s i n g  Ma n a g er 

MGR
(Supervisor)

4 .  M i d d le  M a n a g e r 

I f  y o u ’ r e  a  mi d d l e m a n ag e r ,  y o u  pr o b a bl y 
m a na g e  O T H E R  M A N A G E R S  w h o 
p e r f o r m  S I M I LA R  w or k . 

M i d d l e  Ma n a g er s 

MIDDLE
MGR

MGRMGR MGR
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5 .  S e n i or  M a n a g e r 

I f  y o u ’ r e  a  s e n i o r  o r  ex e c u ti v e  ma n a g er , 
y o u m a n ag e  O TH E R  M A N A G ER S  w ho 
d o  D I S S I M I L A R w o r k. 

S e n i o r  Ma n a g er s 

DIR DIR DIR

VP

DIR DIR DIR

VP

DIR DIR DIR

VP

CEO

Do your Research

I f  y o u  d o n ’ t  k n o w  t h e  m a n a g em e n t  s t r u ct u r e  o f  y ou r  c om p a n y,  y o u  m u s t  d o 
s o m e  r e s e a r c h .  Y ou  m a y d i s co v e r  s o m e  “ s t e pp i n g - s t o n e”  p r om o t i on s .  Y o u  m ay  f i nd 
p r om o t i on s  w he r e  yo u  c an  g e t a  r ai s e  w i t h o ut  y o ur  h a vi n g  to  m a na g e  pe o p l e. 

In my first job as a programmer, I worked for a company of 25,000 employees. There
was an Org Chart in the lobby, but it didn’t seem to apply to me. In fact, the chart
didn’t even show my boss’s boss’s boss! Back then, I had no idea what any of it
meant. Meanwhile, our department had team leaders, supervisors, and a manager.
But, I never looked out from under my green eye shade.

D o n ’ t  d o w h a t  I  d id !  I ns t e a d,  t a ke  a  lo o k  at  y o ur  c o mp a n y ’ s  m a na g e m en t  s tr u c t ur e . 
I f  y o u  do n ’ t  k n o w  w h a t  i t  a ll  m e an s ,  as k  s om e o n e w h o  k n o w s ! 

To move up, you must be able to replace yourself! Are you ready to move up?

O K , w h a t  i f  t h e r e ’ s  n o  s l o t  t o  w h e r e  yo u  c an  b e  p r o m ot e d ? 

A n ot h e r  w a y  t o  p r om o t e  y o u r s e l f  is  t o  b u i l d  a n  or g a n iz a t i on  b e lo w  y ou .  I n t h i s 
c a s e ,  y ou  m u s t  h a ve  e n ou g h  bu s i n es s  ( s a l e s ! )  t o  j u s t if y  a nd  s u pp o r t  y o u r  b u i l di n g  of 
a n  o r g a ni z a t io n . 

O K , l e t ’ s  s a y o n e  o f  y ou r  s ub o r d in a t e s  h a s  t h e  s k i l l s  a n d  e x p e r i e n c e t o  r e p l a ce  y o u. 

H o w  l o n g w i l l i t  t a k e  h i m / h er  t o  i n h e ri t  y ou r  j ob ?  A  f e w  da y s ?  S e v e r a l  w ee k s ?  A 
y e ar  o r  t w o ?  I ’ v e  a c t u al l y  ta l k e d t o  ma n a g er s  w ho  s a id  i t  t a k e s  a t  le a s t  2  y e ar s  t o
“ t r a i n ”  a  n e w  e m p lo y e e  a n d  r e c o u p t h e ir  i n ve s t m en t .  Th a t ’ s  b e c au s e  th e y  ha v e  no 
O p er a t i on s  M an u a l s ! 

B y  t h e  w a y ,  is  y o u r  r e pl a c e me n t  r ea d y  t o  m o ve  u p  t o  r ep l a c e y o u ?  H ow  l o ng 
w o ul d  i t t a k e y o u r  r e p la c e m en t  t o r e p la c e  hi m / h er s e l f ?  I t  a l l  de p e n ds  o n  h o w  mu c h 
y o u h a v e w r i tt e n  do w n  in  y o ur  O p er a t i on s  M an u a l s . 

N o w  t h a t y o u  h a v e  a s s e s s e d  yo u r  cu r r e nt  c o nd i t i on s  a nd  h a ve  s e t s o m e o b j ec t i v es , 
l e t’ s  a dv a n c e t o  S t e p  2. 
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S t e p  2 .  C o m m u n i c a t e  Y o u r  I n t e n t i o n s 

I f  y o u ’ ve  d o n e  t h e w o r k  o f  S t e p  1,  y o u  a r e  n o w  or i e n t e d  w it h  r es p e c t  t o  yo u r 
c u rr e n t  c o n d it i o n s .  Y ou  r e al i z e  t h a t  y o u  w i l l  no t  o cc u p y  y o u r  c u r r en t  p os i t i on 
f o r e v e r . F u r th e r ,  y o u  ha v e  ne w  i nf o r m at i o n  a n d  un d e r s t a n d in g s  th a t  w i l l  he l p  yo u 
p r om o t e  y o u r  p u r p os e s .  Y o u  no w  h av e  s om e  i de a  o f  w h e r e  y o u w a n t t o  go . 

T h is  c h ap t e r  i s  a b o u t  h o w  y ou  c a n  c o m m u n i c at e  y ou r  i n t e n t io n s .  Th e  f ir s t  pe r s o n
t o  c o m m un i c a te  y o ur  i n te n t i on s  t o i s  y o u.  Be y o n d t h a t,  m u ch  d e pe n d s  o n  t he  p o li t i c al 
s i tu a t i on  i n  y o u r  j o b . 

Typical Views of “Business”

M o s t  p e op l e  in  t h is  c o u n t r y  h a v e  b e e n  “ b r a in w a s h e d ”  b y m e d ia  a n d p u b li c 
( g ov e r n me n t )  s c h o ol s  t ha t  a r e  p e r m e a t ed  w i th  n e ga t i v it y  t ow a r d  b u s i ne s s  an d 
b u s i n e s s  o w n er s .  ( “ Bu s i n es s  j us t  u s e s  p eo p l e , s p o il s  n at u r a l r e s ou r c e s ,  r e wa r d s  o n l y 
t h e r i c h a n d  a r r o ga n t ,  … y a d a… y a d a… y a d a… ” ) 

T h is  b r ai n w a s h i n g  m a k e s  i t  d i f f i cu l t  t o  s e e w h y  b u s i n e s s  is  i m p o r t a n t .  T o m o s t
p e op l e ,  b u s i ne s s  s i m p l y i s n ’ t  i m po r t a nt  a n d n e v er  w i ll  b e . T h u s ,  t h er e  i s  l i t tl e 
e m pl o y e e l o y al t y ,  a n d  ho s t i li t i e s  a r e  b l a t an t . 

R e co g n i ze  t h at  y o u  c a n ’ t  v a n q u i s h  a  l if e t i m e ’ s  w o r t h  o f  a n t i - b u s i n e s s  b i a s . 
I n s t e a d , t a k e a d v an t a g e o f  it  a n d p o r tr a y  bu s i n es s  a s  s o m et h i n g e v e r y o n e  u s e s  f o r 
p e r s o n a l g a i n,  b e ca u s e  e v er y o n e d o e s  t h a t a n y wa y .  T he r e f or e ,  w h e n  de a l i ng  w i th  y o ur 
m a na g e r  o r  s ub o r d in a t e s ,  e m ph a s i ze  t h ei r  s e lf - i n te r e s t. 

Should you make a Proposal?

I f  y o u  p r o p o s e  t o  y o u r  m a n a ge r  t h a t  y ou  w a n t  t o  s p e n d  x  h ou r s  a w e e k 
d o cu m e n t i n g  yo u r  w o r k ,  w h a t  w i l l  s / h e  s a y ? 

- “Good idea!” Or,

- “Fine, do that on your own time, it’s not part of your job description.” (Still, your
company will probably claim rights to your documentation because you wrote it
while working there). Or,

- “Never mind. Your job is to stand there and flip those burgers!”

S o m e  p e op l e  d o n ’ t  w a n t  p e r m an e n t  s o l u t i o n s . W hy ?  S ol v i n g r e c ur r i n g p r o bl e m s 
m e an s  J ob  S e cu r i t y a n d  H e r o  B a d g es . 
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Sticky Note
Feel free to send your associates a copy of this FREE eBook.
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I n  t h i s  b o o k le t ,  I  ca n  g iv e  y ou  i d ea s  a b o u t  w h at  t o d o  b u t y o u  m u s t  t a k e 
r e s p o n s ib i l i ty  f o r  y o u r  c o m mu n i c at i o n  w i t h  y o u r  m a n a ge r  a nd  w h et h e r  y o u  ge t 
s u pp o r t  t o  d o t h e  w o r k .

D a r e  I  as k ?  I f  y o u’ r e  no t  i n c h a r g e  o f  y o u r  c a r ee r ,  w h o  i s ?  D o  y o u  ha v e  an  i d ea  w o r t h 
w o r k i n g  f o r ?  D o e s  y o u r  c o m p a n y  h av e  a n i d e a w o r th  w o r k i n g  f o r ? 

M a n y  j o b s  a r e s o  s i m p l e t h a t  t h e  n e e d  f o r  d o c u m en t a t io n  w on ’ t  b e  o b vi o u s .  F o r 
e x am p l e , w h e n I  w as  a  “s h a g  b o y , ” I  w as  s i mp l y  a g o - f e r  ( go - f e r  t h i s ,  g o - f e r  th a t ) .
W h en  I  w o r k e d a t  th e  c ar  w a s h ,  m y j o b  w a s  to  w a s h  o n e s i d e o f  ca r s  as  t h ey  c a me  b y .
A s  t h e  “w o r l d’ s  f as t e s t f r y  c o o k ,”  m y  j o b  w a s  t o p r e pa r e  me n u  it e m s  a t  g r e a t  s p e e d 
( b as i c a ll y  a n a s s em b l y  l i n e  p r o c es s ) . 

I t  n e v e r o c c u r r e d  t o  m e t o  w r i t e  a n y t h i n g  d o w n .  B ut ,  k no w i n g w h a t I  k no w  n ow ,  I 
w o ul d  b eg i n  de v e l op i n g  a  F r an c h i s e  O p er a t i on s  M an u a l . I s  yo u r  jo b  t oo  s i mp l e  to 
d o cu m e n t?  I  do u b t  i t ! 

A t  f i r s t ,  y o u r  m i n d  m a y r e s is t  t h i s  w h o l e  id e a . 

“I don’t have time!”

“What the hell do I care, it’s not MY business!”

“I’m working too hard as it is.”

“That’s not my job man!”

“Why should I? My boss won’t appreciate it!”

“…yada…yada…yada…”

I  h o p e  t o  h e lp  y o u  e r o d e  y o u r  f e ar s  a n d  r e p l a c e  t h e m  w i t h  s e l f - c o n f i d e n c e .  T r y  t o 
v i ew  t h is  i d ea  a s  p a r t  o f  y ou r  j ob ,  n o m a t te r  w ha t  i t i s .  Y o u  h a v e b o t h  i n f or m a t io n 
a n d  o r i en t a t io n  t h a t  m os t  o t h e r s  d o n ’ t  h a v e. 

T o  a c h i ev e  y o u r  d re a m ,  y o u  m u s t  h e lp  o t h e r s  a ch i e v e t h e ir  d r ea m s . 

I f  y o u  w a n t  t o  b e co m e  a b e t t e r  m an a g e r,  s e t y o u r  o b j ec t i v es  a n d c h a r t  y o ur 
p r og r e s s  e v e r y  4 - 6 w e e ks . 

Meeting with your Manager

M a k e  y o u r  f i rs t  m ee t i n g w i t h  y o u r m a n ag e r  s h o r t  a n d  t o  t h e p o i n t .  S i mp l y  r e s t a te 
y o ur  p l an  a n d b r i ef l y  an s w e r  q u e s t i o n s  ( r e s i s t  th e  u r g e  t o s o u nd  l i ke  a n  e x p e r t ) . 

N o w ,  l e t’ s  m ov e  o n t o  or g a n iz i n g  y o u r  r e s o ur c e s  i n  S te p  3 .

http://www.SeniorManagementServices.com/7a.html


7  Ea s y  St e p s  to  y o u r  Rai s e  an d  Pro m o t io n 
Step 3. Organize Your Resources

Page 17 of 25

© 2005 - 2007 Mike Hayden To collect your Free Gift, click http://www.SeniorManagementServices.com/7a.html

S t e p  3 .  O r g a n i z e  Y o u r  R e s o u r c e s 

I n  S t e p  3 ,  y ou  w i ll  b e  o r g a n i z i n g t h e  r e s o u r c e s  y o u  n e e d  f o r  c re a t i n g  y o u r 
O p er a t i on s  M an u a l  i n  S t e p  4 .

Tools

M a ke  a  li s t  of  p o s s i b l e t o o ls  y o u c a n  u s e  to  d o cu m e n t y o u r  w o r k a n d  b u i l d y o u r 
O p er a t i on s  M an u a l .

People

M a ke  a  li s t  of  p o s s i b l e p e o pl e  w ho  m a y b e  ab l e  to  h e lp  y o u d o c um e n t  y o u r  w o r k  a n d 
b u il d  y ou r  O pe r a t io n s  M a n u a l. 

Information

M a ke  a  li s t  of  p o s s i b l e i n f or m a t io n  y ou  c a n u s e  t o  d oc u m e nt  y o ur  w o r k  a n d b u i ld 
y o ur  O p er a t i on s  M an u a l .

N o w ,  l e t’ s  m ov e  o n t o  S t e p  4 t o  cr e a t e y o u r  O p e r a t i o ns  M a nu a l . 

Time for a Break!

B e f o r e  yo u  m ov e  o n  t o  S t e p  4,  l e t  m e  as k  y ou  a  q u e s t io n .  H o w  a r e  y o u  do i n g  o n  t he 
f i r s t  t hr e e  s t e p s ? Y o u ’ v e  t ak e n  a l o o k a t  yo u r  cu r r e nt  c o nd i t i on s ,  le a r n ed  s o me  n e w 
i n f o r m a ti o n  ab o u t  m a n a ge m e n t p o s it i o n s  a n d  o r g a ni z a t io n a l  s t r u ct u r e s ,  m a yb e 
r e s e a r c he d  s om e  p os s i b il i t i es . . .  I s  t h i s  a p p r oa c h  s o m e t hi n g  yo u  w an t  t o u n d er t a k e t o 
a d va n c e  y o u r  c a r e er ? 

M a n y  p e op l e  m i g h t  s a y ,  “ T hi s  s ou n d s  l i k e  a  l o t o f  wo r k !  F r a n kl y ,  I  d e s er v e  a r a i s e 
a n d p r o m o t i o n w i t ho u t  do i n g  a n o t he r  t hi n g !  B e s i de s ,  I  d o n ’ t  k n ow  h o w t o d o  wh a t 
y o u s u g ge s t . ” 

I  u n d e r s t a n d . M a ny  p e op l e  f e e l  th e  s am e  w ay  a t  t h i s  p o i n t.  B u t,  m o s t  f i nd  t h at  S t ep s 
4 - 7 m a k e t h e  p r o c es s  m or e  c l ea r .  S t i l l , i n  th i s  s m a l l  b o o k le t ,  I  c a n  o n l y  t e l l  y o u  w h at 
t o  d o , n o t  h o w  t o d o  it .  Y ou  c a n t a k e t h e s e  i d ea s  a nd  r u n w i t h t h e m y o u r s e l f  o r  y ou 
c a n j u m p a h e ad  a n d g e t  c o m p le t e  ho w - t o i n s tr u c t io n s  in  m y  f u l l  b o o k .

B u t ,  i f  y o u ’ re  l i k e  m o s t  r e ad e r s ,  yo u  w an t  t o s e e  S t e p s  4 - 7  f i r s t b e f or e  d ec i d i ng  t o 
g e t t h e  b o o k  w i t h  i t s  co m p l et e  h ow - t o  i n s t r u c t i on s  a nd  p r og r e s s  w o r kb o o k . S o ,  l e t ’ s 
g e t y o u  s t a r te d  o n S t e ps  4 - 7. 

http://www.SeniorManagementServices.com/7a.html
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Step 4  i s  w h e r e t h e  r u b b er  m e et s  t h e  r o ad !  S te p  4  i s  l ik e l y  y o u r  m o s t  i m p o r t a n t  s t e p 
b e ca u s e  S t e p  4  t e ll s  y ou  t h e f a s te s t  w a y  t o r e p la c e  yo u r s el f  s o y o u  a r e  FREE  mo v e  U P ! 

O K , r e a d y  t o  t a k e  t h e  n e x t  s t e p ?  D o w n lo a d  t h e  S t e p s  4- 7  b oo k l e t  a t : 

http://www.SeniorManagementServices.com/7-steps-4to7.html

B e s t  R e ga r d s ,

M i ke  H a yd e n 

P S :  I f  yo u  w an t  t o l o o k  a h e ad ,  yo u  c an  r e ad  w h at  r e ad  w h at  r e ad e r s  o f  t he  c o mp l e t e
b o ok  h a ve  w r it t e n  t o  m e.  S e e R e ad e r  C o m m e n t s  a b o u t  t h e  C om p l e t e  B o ok  o n p a g e
2 0 . 

P P S :  A l s o  t a ke  a  lo o k  at  A r e Y o u  S a b o t a g i n g Y o u r P r o m o t i o n  a t  Wo r k ?  o n  p a g e 
2 2 . 

P P PS :  I f  y o u  g o t  va l u e  f r o m  t hi s  b oo k l e t,  p l ea s e  f o r w a r d  i t  t o  f r i e n d s  o n  yo u r  li s t . 

http://www.SeniorManagementServices.com/7a.html
http://www.SeniorManagementServices.com/7-steps-4to7.html
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A b o u t  t h e  A u t h o r 

M i ke  H a yd e n  is  F o un d e r  &  C E O  o f  S e n i o r  M a n ag e m e nt 
S e r v i c e s  a n d  t h e  D o c u m en t a t io n  E xp r e s s  i n  S i l i c on  V a ll e y , 
C a li f o r ni a . 

T h e D o c um e n t at i o n  E x p r es s ,  f o u n d ed  i n  1 9 7 4 , h e l ps  h i gh - t e ch 
c o mp a n i es  d e ve l o p  t h e i r  d e s ig n  s pe c i f ic a t i on s ,  te c h n ic a l  ( A P I ) 
d o cu m e n ta t i o n,  a n d e n d - u s e r  m a n u al s .  S e n i o r  M a n ag e m e nt 
S e r v i c e s  ( 1 9 84 )  i s  a  h ig h - l ev e l  bu s i n es s  d ev e l o pm e n t  s e r v ic e s 

f i r m  t h at  h e lp s  c li e n t s  i n c r e a s e  p r o f it s  b y r e - en g i n ee r i n g p r o ce s s e s ,  m a na g i n g q u a li t y , 
a n d r e d uc i n g  c o s t s . 

M r . H a y de n ,  an  e x pe r t  in  o r ga n i z at i o n al  d e ve l o p me n t  an d  s tr a t e gi c  p la n n i ng ,  h as 
m o r e  t h an  t h ir t y  ye a r s  o f  e xp e r i en c e  as  a  pr o g r am m e r , w r i te r ,  au t h o r ,  a n d c o n s u l t a nt 
f o r  S i l ic o n  V a l l e y c o r po r a t io n s  an d  h as  s e r v e d  in  i n du s t r ie s  a s  v a r ie d  a s  s o f tw a r e ,
s e mi c o n du c t o r s ,  b io m e d ic a l  s y s t e ms ,  a er o s p ac e  s im u l a ti o n ,  a n d  bu s i n es s  p r o c e s s 
d e ve l o p me n t . 

C o nt a c t  i n f o r m a t i on : 

M i ke  H a yd e n 

   650 Castro St. Suite 120-480
   Mountain View, California 94041
   ( 4 0 8 )  8 1 7 - 5 6 8 4  C A 
mailto:Mike@SeniorManagementServices.com

O K , r e a d y  t o  t a k e  t h e  n e x t  s t e p ?  D o w n lo a d  S t e p s  4 - 7  at : 

http://www.SeniorManagementServices.com/7-steps-4to7.html

http://www.SeniorManagementServices.com/7a.html
mailto:Mike@SeniorManagementServices.com
http://www.SeniorManagementServices.com/7-steps-4to7.html
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R e a d e r  C o m m e n t s  a b o u t  t h e  C o m p l e t e  B o o k 

W h at  o t h e r s  ar e  s ay i n g  a b o u t  t h e  c o m p le t e  b o o k ,  “ 7  E as y  S t e p s  t o  y o u r  R a is e  & 
P r om o t i on  i n  3 0 - 6 0 D a y s ! ” 

“Wow--I’m impressed! ... The workbook checklist at the beginning of your book is
worth the price alone! ... I’ve coached executives and entrepreneurs for many years
and this is the first program I’ve ever seen that makes documenting a position or
business easy.

“I know many people who would never have been laid off if they’d had this program
in place ... Your overview and illustrations took a complex process and made it
understandable. The ‘Objectives Questionnaire’ makes it simple to stay focused. I’ve
struggled for years as I’ve tried to put a process in place -- you broke it into bite-size
pieces! ... valuable book for both corporate executives as well as entrepreneurs!”

Kathy Gillen, President GillenGroup Executive Coaching

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 

“Mike, my first reaction … captured my attention completely. This book reads itself!
Using conversations throughout was a stroke of genius!

“The idea of an Operations Manual in a project environment is critical; having a
‘blank’ skeleton to work from is a tremendous time-saver ... many of your experiences
resonated strongly ... The concept and the approach to put it to work are simple,
effective and easy to implement. If I were starting a business, I’d put this kind of
system into effect before the first employee showed up! ...”

Noel Rodrigue, Consultant / Freelance Writer

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 

“Mike,

“Wow, I’m impressed with the thought and work that went into this book. ... glad to
see how we are on the same wavelength. I talk a lot in my seminars and workshops
about the many ways we sabotage ourselves ... really an effective hook. Thanks for
getting such useful ideas “out there.” Best regards, Elayne

Elayne Savage, Ph.D., Speaker, workplace consultant, media commentator,
psychotherapist, and author. Berkeley, CA

http://www.SeniorManagementServices.com/7a.html
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~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 

“Here are some sobering numbers from Money Magazine, April 2005: 1 of 4 workers
age 35 to 45 and 1 of 2 over 45 have been in the same job for more than 10 years! If
you don’t want this to describe you, grab this book and implement its clearly defined
steps.

“There are two primary reasons people don’t get promoted – higher management
doesn’t see you as management talent or your immediate superior doesn’t see who
will fill your position if you are promoted. Often both reasons apply.

“[this book] addresses both these issues, with clear and specific steps ... not a
philosophical book but a how to manual with checklists and workbook.

“If you properly implement the seven steps, you will demonstrate ... a commitment to
building the business of your company. This will mark you as a valuable management
talent to be promoted. You will also solve the succession issue, which is probably the
single biggest obstacle to promotion. ...

“There is a very important point ... re-apply the entire process in your new position to
prepare for the next promotion ... and your replacements performing well ... You will
have demonstrated the rarest and most sought after skill in business management –
the development of personnel.

“This isn’t just a book for your next raise; it is a book for building an entire career.
It can put a person of average intelligence and skills on the path to upper
management in any company or institution ... a life changing process… wish I had
read it 20 years ago. It would have changed my life.”

Stew Walton, President
Sheaves, Inc.

O K , r e a d y  t o  t a k e  t h e  n e x t  s t e p ?  D o w n lo a d  S t e p s  4 - 7  at : 

http://www.SeniorManagementServices.com/7-steps-4to7.html

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

http://www.SeniorManagementServices.com/7a.html
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A r e  Y o u  S a b o t a g i n g  Y o u r  P r o m o t i o n  a t 
W o r k ? 

“ ‘7 Easy Steps’ is the book bosses want their employees to read!”

If you carefully read this report, then:

• You have assessed your current condition. Click here for brief audio.

• You have examined typical management structures and have some ideas of your
own possibilities.

• You have some idea of where you are now.

• You have some idea where you want to go.

• You now have some useful background ideas for building your own organization,
should you decide to do so.

• You know what to do, but not how to do it.

Y o u  a r e  n o w  “a h e a d  o f  t h e  g am e . ”  I n  t h i s  r e p o r t ,  I  h a v e  t o l d  y o u  w h at  t o  d o  b ut  n o t
h o w t o d o  it .  D on ’ t  mi s s  ou t  o n t h e  r e s t  o f  y ou r  c ar e e r  l a u n ch i n g  i n f o r m a t i on  a n d
p r of i t a bl e  a ct i o n !  I n  “7  E a s y  S t ep s  t o y o u r  R a i s e  &  P r o m o ti o n  in  3 0 - 6 0  D ay s , ”  ( t h e 
c o mp l e t e b o o k)  I  w i l l  gi v e  yo u  t he  “ 7  E a s y  S t e p s  P r o gr e s s  W o r k bo o k ”  t h a t  g u i d es 
y o u s t e p- b y - s t e p  f r o m  da y  o ne  t o  y o u r  r a i s e o r  pr o m o ti o n . 

A r e y o u  s a b o ta g i n g y o u r  r a i s e  a n d p r o mo t i o n?  D o n’ t  d o w h a t I  d id ! 

In my first aerospace programming job, I worked four years on the
same machine language program. I was very proud of that program. I
wrote every instruction. I knew that program inside and out. As
engineers described the new features they wanted, I was developing
code in my head. I did a great job. I thought I deserved a promotion, a
good raise, and another project.

B u t,  I  ha d  n o i d e a w h a t m a d e m e  un p r o m o t a b le !  I  h a d  no  i d ea  w h at 
g u ar a n t ee d  t ha t  I  w o u l d n o t  g e t  ne w  a s s i g n m e n t s ! 

I n  “ 7  E as y  S te p s , ” t h e  c o m p le t e  bo o k ,  y o u  w i l l  le a r n  a  p r ov e n ,  s t e p - b y - s te p  s ys t e m  t o 
q u ic k l y  l a u n ch  y o ur  c a r e e r  on  a  pa t h  to  m u lt i p l e r a i s e s  a nd  p r om o t i on s . 

• You will gain understanding of, and learn how to use, my seven-step proprietary
system for managing your career that is the ultimate raise generator and
promotion-magnet. You can use this same system over and again for your entire
career.

http://www.SeniorManagementServices.com/7a.html
http://www.seniormanagementservices.com/mp3files/ucb7stepsaudio.mp3
powerbookg4
Sticky Note
This is a 5-minute introduction to my complete book. But, you will likely want  to examine steps 4-7 before you decide to buy. (No pressure.)

M.H.
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• You will discover the critical difference between tactical work and strategic work,
and why it’s important to your management/subordinate relationships.

• You will learn the two main reasons you can’t be promoted and how to easily
overcome them.

• You will learn the easy way to use my Sample Memo to enhance the foundation
you have already built with your boss.

• You will learn how to use the detailed Objectives Questionnaire to effortlessly
clarify your professional goals.

• You will discover how to use my checklists to make sure your old job won’t come
back to haunt you.

• You will learn about the importance of the “5 Conditions” that I taught Intel
managers, and how to apply them to your life and career to avoid making the
wrong action(s).

• You will learn specific tools to help you build your organization with certainty.

• You will learn how to use my simple-to-use Action Plans that will help you
leverage what you already know and accelerate your raise and promotion.

• You will learn how to create simple flowcharts that will help streamline progress
to your goals.

• You will discover the five most important ingredients of your portfolio.

• You will discover how to show that you are valuable management material, how
to demonstrate your competence, and promote yourself.

• You will learn the important distinction between a Position Contract and an
Employment Contract.

• You will learn the best way - and why it’s important - to describe the
accountabilities of your position, the standards, the rewards for good
performance, and your company’s management structure.

• You will learn the five easy steps to train your replacement so you can move to
your new position.

L e t  t h e re  b e  n o  m is t a k e –  “ 7 E a s y S t e p s ”  i s  N O T : 

• A way to sue for a raise or promotion.

• A way to get something for nothing.

• An “Affirmative Action” program.

• A tool for slackers or freeloaders.

• A government welfare program.

• A “positive-thinking” program.

• A “politically correct” agenda.

http://www.SeniorManagementServices.com/7a.html
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• A back-stabbing technique.

• A do-nothing curriculum.

• A glad-hander’s method.

• A coercion program.

• A day off.

I f  y o u ’ re  n o t  i n  ch a r g e o f  yo u r  ca r e e r,  w h o i s ? 

Be sure to get your FREE copy of Steps 4-7 right now while you're thinking

about it. Click below now for immediate access. 

http://www.SeniorManagementServices.com/7-steps-4to7.html

T o  y o u r  s u c c es s , 

P S :  L e ar n  h ow  t o  u s e  my  s e ve n - s te p  p r o p r i et a r y  s y s t em  f o r  m a n ag i n g  y o u r  c a r e er .  I t
i s  t h e  u l t i m a t e r a i s e  g e n e r a t or  a n d  p r o m o t i o n - m a g n e t .  Y ou  c a n u s e  t h i s  s a m e 
s y s t e m  ov e r  an d  a ga i n  f o r  y ou r  e nt i r e  c a r e er .  D is c o v er  h o w  t o  s h o w  th a t  yo u  a r e 
v a lu a b l e m a n ag e m e nt  m a te r i a l.  D e mo n s t r a t e  yo u r  co m p e te n c e  a n d  pr o m o te  y o ur s e l f . 

P P S :  W i th  y o ur  d o w n l o a da b l e , p r i nt a b l e,  f u ll y  i nd e x e d b o o k “ 7  Ea s y  S t e p s  t o  y ou r 
R a is e  a nd  P r om o t i on  i n  3 0 - 6 0 D a y s ! ”  ( P D F  f il e ) ,  y o u  w i l l  r e c e i ve  m y  1 00 %  M on e y - 
B a ck  S a t i s f a ct i o n  G u a r an t e e  f o r  1- y e a r.  T ha t ’ s  r i g h t,  a p pl y  t he s e  pr o v e n m o n ey 
m a ki n ’  te c h n iq u e s  f o r  up  t o  1  y e ar .  I f  y o u ’ r e  n ot  c o mp l e t el y  t hr i l l ed  w i th  t h e r e s ul t s , 
j u s t  s e nd  m e  a  n o te  a n d I  w il l  h ap p i l y r e f un d  y ou r  m on e y ... But, let's not rush ahead,
first take a look at Steps 4-7... 

O K , r e a d y  t o  t a k e  t h e  n e x t  s t e p ?  D o w n lo a d  S t e p s  4 - 7  at : 

http://www.SeniorManagementServices.com/7-steps-4to7.html

   650 Castro St. Suite 120-480 
   Mountain View, California 94041
   ( 4 0 8 )  8 1 7 - 5 6 8 4  C A 
  http://www.SeniorManagementServices.com/7-steps-4to7.html

http://www.SeniorManagementServices.com/7a.html
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