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BUSY AT WORK RIGHT NOW? ɀ 2ÅÍÅÍÂÅÒ ×ÈÁÔȭÓ ÉÍÐÏÒÔÁÎÔȦ 

 

When things in your life seem almost too much to handle, when 24 hours in a day are not enough, remember the 
mayonnaise jar… and the coffee… 
 
A professor stood before his philosophy class and picked up a very large and empty mayonnaise jar and proceeded to 
fill it with golf balls. He then asked the students if the jar was full. They agreed that it was. The professor then picked up 
a box of pebbles and poured them into the jar. The pebbles rolled into the open areas between the golf balls. He then 
asked the students again if the jar was full. They agreed it was.  
 
The professor picked up a box of sand and poured it into the jar. Of course, the sand filled up everything else. He then 
asked once more if the jar was full.  The students responded with a “yes”.  
 
The professor then produced two cups of coffee and poured the entire contents into the jar, effectively filling the 
empty space between the sand. The students laughed. “Now”, said the professor, “I want you to recognise that this jar 
represents your life. The golf balls are the important things. Your family, your children, your health. Things that if 
everything else was lost and only they remained, your life would still be full. The pebbles are the other things that 
matter. Your job, your house, your car. The sand is everything else. The small stuff.  
 
“If you put the sand into the jar first”, he continued, “there is no room for the pebbles or the golf balls. The same goes 
for life. If you spend all your time and energy on the small stuff, you will never have room for the things that are 
important to you. Pay attention to the things that are critical to your happiness. Take care of the golf balls first, the 
things that really matter. Set your priorities. The rest is just sand.” 
 
One of the students raised her hand and inquired what the coffee represented. The professor smiled. “I’m glad you 
asked. It just  goes to show you that no matter how full your life may seem, there’s always room for a couple of cups 
of coffee with a friend!!!” 

 

http://www.paulodonovan.ie/
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Managing a Business ɀ Top Tips  
 
ü Think straight and maintain a detached point of view. Managing a 

growing business requires unyielding dedication that can consume the 
body, impair the senses and warp the mind. Such effects are harmful to 
the individual and the business.  
 

ü Travel light - Limit the number of primary participants to people who can 
consciously agree upon and contribute directly to what the business is to 
accomplish.  

 
ü  The Customer is King - Define the business of the enterprise in terms of 

what is to be bought, precisely by whom and why. The successful 
company predicts and responds to its chosen customer needs. Customers, 
therefore, define the business, at all times. Some customers are growing 
in their ability to buy, others are declining. The astute manager ascertains 
which is which. 

 
ü Write it down - Prepare and work from a written plan that distinguishes 

who in the total organisation is to do what and by when. 
 
ü Hire Experience - Employ key people with proven records of success at 

doing what needs to be done. People do what they like and they like what 
they know. Criteria for selecting key people are dictated by the plans for 
the business. The plans reflect the operational objectives and the 
intentions of the primary participants.   

 
ü Motivate - Reward individual performance that exceeds agreed-upon 

standards. Performance is a discretionary matter for each employee. A 
manager must first ensure that there is understanding of the minimum 
results to be achieved. Then, for performance above the minimum, forms 
of compensation important to the performer or in some cases, teams of 
performers, must be utilised. 

 
ü Conserve energy - Concentrate all available resources on accomplishing 

two or three specific operational objectives within a given time period. 
Businesses have finite resources. A smaller company achieves competitive 
advantage when playing for limited, explicit gains in a market place of its 
own choosing. 

 
ü Let there be cash - Project, monitor and conserve cash and credit 

capability. Cash flow is the blood of a growth business. A company's ability 
to continue is determined daily by the contents of the bank account 
rather than at the year end, by the financial statements. Keeping money 
in hand or readily available for both planned and unplanned events is not 
only prudent but also necessary in unsettled times.   

 
ü Do  not be greedy - Expand methodically from a profitable base towards a 

balanced business. Bigger is not automatically better and more is not 
necessarily merrier.  
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The 7 Leadership Skills 

needed to succeed in 2009! 

1. Enthusiasm – Good delegation, 
coaching and informal, regular, 
feedback.  

2. Emotion – Excellent listening and 
assertiveness skills, being open and 
honest with your feelings, 
developing awareness of your 
people and getting to grips with 
your work-life balance and that of 
your team.  

3. Explanation – Less reliance on 
emails and make all 
communications face to face and 
two-way to ensure understanding.  

4. Engagement – Invite your team to 
set their own goals and objectives 
and encourage participation in the 
decision making.  

5. Reward – Give the right rewards to 
the right people at the right time 
and only include pay and other 
benefits at appraisals but praise 
people and recognise them 
constantly. 

6. Development – Offer training and 
coaching to enhance skills and 
knowledge. Let individuals decide 
what they would like to achieve 
and ascertain the reason behind 
these requests.  

7. Trust – Ensure you act fairly and 
reasonably at all times. Remain 
impartial and consistent. Deal with 
issues as they arise and never 
promise something you are unable 
to deliver.  

2 Minute Life Cover Health Check 

 
 

All OK Needs attention 

What state is your Will in? Up to date Drafted, not signed 

Do you have sufficient mortgage cover (death 
& critical illness)? 

Yes to both Partly 

Are all of your loans covered in the event of 
your death? 

Business & 
personal yes 

Business only 

Do you have sufficient available cash to see 
you through illness? 

Yes Don’t know 

Is your income protected in the event of long-
term disability? 

Yes Don’t know 

Have you protected your family’s income in 
the event of your own death? 

Yes Don’t know 

Is there financial provision for childcare in the 
event of death or serious illness of a non-
earning spouse/partner? 

Yes Don’t know 

 
If you have answered “No/Don’t Know” to any of the above key questions, please 
contact us and we will be delighted to discuss what’s important to you right now.  

 

 

 
 
 

5 Tips to Surviving the Credit Crisis 
 

1. Ensure credit control procedures are working properly. 
Customers will often pay those who shout the loudest, so, if 
necessary, make sure this is you.  

2. Prepare management information ɀ ensure that management 
accounts and cashflow projections are prepared regularly and 
are accurate.  

3. Agree which key performance indicators are relevant for the 
business and report on these on a regular basis.  

4. If necessary, monitor and update cashflow projections on a daily 
basis.  

5. Send out invoices on a regular basis and where possible agree 
the invoice amount in advance. One of the most common delays 
to an invoice being paid is a query over the invoice.  

 
Please call us if you would like to discuss this further.  
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5 Ways to Retain Customers in a 

Downturn 

The main point to remember in increasing 
customer loyalty within your business is to 
ensure you keep the customers you really 
want.  
 

1. Empower your staff to make decisions 
and give them the flexibility they need 
to meet requests from customers. 

 
2. Provide appropriate training, 

resources and support for all staff to 
ensure they are able to meet 
customer needs.  

 
3. Ensure customer needs are at the 

centre of every decision, system and 
process within your business. 
 

4. Develop a culture where staff are 
encouraged to make suggestions, 
implement new ideas and find new 
and better ways to service your 
customers. 
 

5. Develop an internal communication 
system to ensure all staff are informed 
about customer service initiatives. 
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CASH! Cash Control Crucial, Diplomacy Essential 

As the recession bites, risks to cashflow increase with SMEs more likely 
to be on the receiving end. Chasing overdue invoices is uncomfortable 
and many of us fear that rocking the boat will sour relationships.  The 
most vulnerable are those who have been lax in chasing debt 
previously. It is far too common for small businesses to allow 60 days to 
pass before chasing payment of invoices and this sends entirely the 
wrong message to customers! It is therefore essential to make it known 
that the rules of engagement have changed. Communication is the key. 
Final warnings and threatening letters rarely work. It is far better to 
telephone to explain the handling of future credit control.   
 

Do You Need Help? 
If you need a cash collection system which includes all the letters and 
telephone scripts you will need, please call us and we will be delighted 
to send you a copy.  

 

Humour 

Three accountants walk into a bar and each order a beer. They raise 
their glasses and make a toast. “Here’s to 59!” After downing their beers, 
they order another round and make the same toast, “Here’s to 59!” This 
happens again and again. Finally, the barman asks the accountants what 
the significance of the toast is. “Well”, said one of them, “we put a 1,000 
piece jigsaw puzzle together in just 59 days!” “And that’s a big deal?” 
asked the barman. “You bet”, said the same accountant, “the box said 4 
to 8 years!” 
 
A trainee accountant joined the headquarters of a large firm. He was a 
graduate from a famous university. On his first day he dialled the canteen 
and shouted into the phone, “Get me some coffee, quick!” The voice 
from the other side responded “You fool, you’ve dialled the wrong 
extension! Do you know who you are talking to?” “No”, replied the 
trainee. “It’s the Managing Partner, you fool!” The voice shouted back. 
The trainee did some quick thinking and asked forcefully, “And do you 
know who you’re talking to, you fool?” “No”, replied the Managing 
Partner. “Good”, said the trainee as he hung up.  
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