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Could a Fitness Tracker Boost Your Heart Health?

By Debra Auerbach

According to a recent survey from staffing firm 
accountemps, more than eight in 10 (85 percent) 
survey respondents say being courteous to 
co-workers has an impact on a person’s career 
prospects.

Attending etiquette class may seem old school, but 
minding your P’s and Q’s may help you move up 
the corporate ladder a little faster. According to a 
recent survey from staffing firm Accountemps, more 
than eight in 10 (85 percent) survey respondents 
say being courteous to co-workers has an impact 
on a person’s career prospects.

“When using proper etiquette, you strengthen your 
reputation as someone who is professional and 
courteous,” says Bill Driscoll, New England district 
president of Accountemps. “People want to work 
with others who show them respect.”

While this may seem like common sense, chances 
are you may be breaking some workplace etiquette 
rules without even realizing it. Even little offenses 
can make an impact, especially if they continue 
over time. “Repeated etiquette breaches show a 
lack of attention to detail or common courtesy,” 
Driscoll notes. “This can cause others to perceive 
you as unprofessional and potentially affect your 
prospects for career advancement.”

Common behavior breaches

So what constitutes bad manners in the workplace? 
While it may be subjective, here are some common 
breaches of office etiquette in an open office 
space, according to the survey:

• Using a speakerphone or talking loudly on the 
phone – 36 percent

• Loitering or talking around a colleague’s desk – 
23 percent

• Eating foods that have strong odors – 15 percent

• Keeping a messy or cluttered workspace – 14 
percent

• Leaving the phone ringer on loud – 8 percent

Mistakes to make with your manager

Beth Ruffing, manager of HR Services at human 
resources and business solutions provider Insperity, 
says to steer clear of asking your boss the following 
questions, which can come across as rude and 
unprofessional:

• “Why do I have to do this?” According to Ruffing, 
this question projects a bad attitude and makes 

it appear as though the employee only wants 
to complete the minimum job requirements.

• “Will I get a raise for this?” “There is a 
time and a place to have discussions about 
compensation and performance pay, but asking 
about a raise for completing required tasks is 
unprofessional,” Ruffing says. “Managers don’t 
usually give raises to employees based on 
their assigned duties or the completion of one 
additional project. Employees are more likely 
to get a raise for going above and beyond their 
job description on a consistent basis.”

• “How much money do you make?” Ruffing 
stresses that it’s always unprofessional and 
disrespectful to ask any colleague about their 
salary. “This is a very personal matter that 
should not be discussed among co-workers.”

Polishing a poor image

If you want to become a more courteous 
colleague, there are some simple ways to improve 
a tarnished image or strengthen an already solid 
one. According to Ruffing, one way to do so is 
to steer clear of gossip. “The water cooler is a 
well-known breeding ground for the rumor 
mill,” she says. “The average employee spends 
approximately 65 hours a year gossiping in the 
workplace, according to a study conducted by 
Equisys. As tempting as it may be, the ‘less is 
more’ principle can go a long way toward building 
a solid reputation as a trustworthy and reliable 
employee.”

Ruffing also stresses the importance of 
controlling your emotions, no matter how stressful 
of a day you’ve had or how unreasonable your 
boss or co-workers are being. “Avoid outbursts, 
such as yelling, screaming, making threats or 
reacting with violence at all costs. Not only can 
this damage a career, but it can also lead to 
termination. Instead, take a deep breath and 
remain calm, cool and collected when voicing 
concerns or differences of opinion. No one wants 
to associate with the office bully. Be professional 
and refrain from finger pointing. Focus on finding 
solutions to issues.”

Finally, consider your company’s culture and 
values and let the office climate guide your 
etiquette. “Pay close attention to successful 
employees and management and integrate their 
positive traits into daily tasks and projects,” 
Ruffing says.
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Could Your Manners Impact Your Career?

“Nobody got 
where they 
are today 

by living for 
tomorrow.” 

– Tom Wilson

By Seth Martin

A Johns Hopkins cardiologist shares why these 
devices work to improve heart health for so many 
people, along with five easy ways to incorporate one 
into your daily life.

You know exercise is heart smart and good for you. 
But do you really know how much physical activity 
you’re getting? And how can you get more, day in 
and day out, for your heart health? A fitness tracker 
may help.

Studies show that consistently using a fitness 
tracker—a device that tracks your movement, such 
as a traditional pedometer or other wearable device, 
or a smartphone app—can increase your steps per 
day by more than a mile, especially if you establish a 
heart-smart daily goal.

“Fitness trackers are a great tool for heart health,” 
says Johns Hopkins cardiologist Seth Martin, M.D., 
M.H.S. “Being more active and changing your habits 
is important, but it can be difficult. Tracking likely 
helps a lot of people when combined with a clear 
goal to shoot for.”

The Heart-Smart Power of a Fitness Tracker

Having an objective daily record can open people’s 
eyes to how little exercise they’re getting, Martin says, 
which can recalibrate their mindset and become 

an incentive. People find ways to incorporate more 
activity into their day, whether it’s dedicated walking or 
gym time, walking during meetings or personal calls, 
or simply taking the stairs instead of an elevator.

“It gives people information and empowers them to 
start making changes for heart health,” Martin says. 
“And often, their activity level was not something they 
were paying attention to before they started tracking.”

Fitness Trackers: Where to Start, How to Stick with It

Try a few pedometers, smartphone tracking apps or 
wearable devices, until you find one that’s comfortable 
for you and your budget, Martin suggests. Next steps 
once you’ve made a match:

1.  Use the tracker consistently, every day.

2.  Set a goal. The most common figure is 10,000 
steps per day, but check with your doctor. If that is 
unrealistic or unhealthy, he or she can suggest an 
individualized plan, such as doubling your 2,000 
steps to 4,000.

3.  Find activities you enjoy that also fit into your 
daily life and can be sustained over the long-term.

4.  Recruit friends and family to use trackers as well. 
It can create a social support network and even 
foster a sense of competition.

5.  Be accountable. Check your numbers 
every day, and share them with your doctor 
at your next appointment.

Follow those five tips, and you’ll be on your way 
to a healthier lifestyle—and a healthier heart.

The Future of Fitness Trackers

Be ready, too, as doctors learn and introduce 
even better ways to use these devices. In a 
recent study, Martin and his Johns Hopkins 
colleagues tested an automated, real-time, 
personalized program that sent text messages 
to subjects based on data from their phone. 
Over the short term, this coaching system 
helped increase step counts by more than a 
mile a day.

Martin hopes to see a similar system become 
widely used. He also wants to test social media 
platforms, to build support and competition 
networks. “It hasn’t been studied, but we think 
it will work,” Martin says. “I think technology 
can be a very powerful tool to get people 
moving more.”
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“Physical fitness is not 
only one of the most 
important keys to a 

healthy body, it is the 
basis of dynamic and 
creative intellectual 

activity.” 

 - John F. Kennedy
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INNER HEALTHRELATIONSHIP HEALTH

“Taking time for yourself 
is crucial when you’re 

surrounded by people all day.” 

 - Kaia Gerber

“Each of us must become 
impassioned, finding 

meaning and self-fulfillment 
in our own life’s journey.”

 - Alexandra Stoddard

Work Life Balance 8 Tips to Help Create a Positive Mental Attitude

By Mental Health America

For a lot of people, the pursuit of a healthy work/life 
balance seems like an impossible goal.

With so many of us torn between juggling heavy 
workloads, managing relationships and family 
responsibilities, and squeezing in outside interests, 
it’s no surprise that more than one in four Americans 
describe themselves as “super stressed.” And that’s 
not balanced—or healthy.

In our rush to “get it all done” at the office and at 
home, it’s easy to forget that as our stress levels 
spike, our productivity plummets. Stress can zap our 
concentration, make us irritable or depressed, and 
harm our personal and professional relationships.

Over time, stress also weakens our immune 
systems, and makes us susceptible to a variety of 
ailments from colds to backaches to heart disease. 
The newest research shows that chronic stress can 
double our risk of having a heart attack. That statistic 
alone is enough to raise your blood pressure! 

While we all need a certain amount of stress to 
spur us on and help us perform at our best, the 
key to managing stress lies in that one magic word: 
balance. Not only is achieving a healthy work/
life balance an attainable goal but workers and 
businesses alike see the rewards. When workers are 
balanced and happy, they are more productive, take 
fewer sick days, and are more likely to stay in their 
jobs.

Here are a few practical steps we can all take to 
loosen the grip that stress has on us and win back 
the balance in our lives. Read on and reap the 
benefits.

At Work

Set manageable goals each day. Being able to meet 
priorities helps us feel a sense of accomplishment 
and control. The latest research shows that the more 
control we have over our work, the less stressed we 
get. So, be realistic about workloads and deadlines. 
Make a “to do” list, and take care of important tasks 
first and eliminate unessential ones. Ask for help 
when necessary.

Be efficient with your time at work. When we 
procrastinate, the task often grows in our minds 
until it seems insurmountable. So, when you face a 
big project at work or home, start by dividing it into 
smaller tasks. Complete the first one before moving 
on to the next. Give yourself small rewards upon 
each completion, whether it’s a five-minute break or 
a walk to the coffee shop. If you feel overwhelmed 
by routines that seem unnecessary, tell your boss. 

By Declan O’Flaherty

“No one can make you feel inferior without your 
consent.” ~Eleanor Roosevelt

For years I lived an uneventful existence. I wasn’t 
happy. I wasn’t unhappy either. I was just sort of stuck.

I had a good career, earned lots of money, and I had 
great friends and a loving family. You would think that 
this doesn’t sound too bad, but I felt unfulfilled and 
unmotivated. I repeatedly lived each day like the one 
before.

I looked around me and saw that everybody within 
my own circle of friends, relatives, and immediate 
family were no different. They too seemed stuck. They 
seemed unmotivated—like they were living their lives 
on automatic pilot.

I began to question why this was. Why do so many 
people just accept this pattern as normal, as if this is 
the way it is supposed to be?

I read hundreds of books on philosophy, psychology, 
and spirituality. I continued with this for a couple of 
years until I gradually I began to see things with greater 
clarity. I began to wake up. Then one day, out of the 
blue it just hit me, like a ton of bricks.

The key to unlocking my prison door was not contained 
in any books I read (although they did help me 
somewhat). It was in my ability to accept what “is” in 
this moment. So, I now I make that choice.

Here are eight tips to help you make that choice:

1. Remember that you are powerful.

Most of the time we have no idea what we are supposed 
to be doing, or who we are supposed to be imitating. I 
say “imitating” because this is what we do: We conform 
to the external environment.

We play roles and cover up our true selves by identifying 
with “things” that end up defining who we think we are. 
I’m a doctor, a salesperson, a secretary, a lawyer; I’m 
sad, happy, lonely, or miserable. I’m angry, jealous, 
afraid, and I can’t help it—it’s who I am.

The truth is, though, we are none of those things. 
They are symptoms of the sleepwalking disease. You 
are more important than any label. We are not our 
professions. We are not our feelings. We are not our 
circumstances. We are not even our mind.

What we are is far greater, far superior, far more 
important, and far more mysterious than our 
conceptual mind tries to define. This is why we are far 
more powerful than we think we are.

2. Choose to embrace life.

Let go and embrace the moment, whether it contains 
an obstacle or an opportunity. Stop fussing over trivial 
matters and start focusing on what’s really important 
to you.

Don’t go through life expecting things to change. Life 
becomes hard and unfair when we decide to complain 

The less time you spend doing busy work or 
procrastinating, the more time you can spend 
productively, or with friends or family.

Ask for flexibility. Flex time and telecommuting are 
quickly becoming established as necessities in 
today’s business world, and many companies are 
drafting work/life policies. If you ask, they might 
allow you to work flexible hours or from home a 
day a week. Research shows that employees who 
work flexible schedules are more productive and 
loyal to their employers.

Take five. Taking a break at work isn’t only 
acceptable, it’s often encouraged by many 
employers. Small breaks at work—or on any 
project—will help clear your head, and improve 

about things rather than trying to change them 
ourselves. Wake up to the truth that life is not a 
practice-run.

Be bold and courageous, and make decisions that 
benefit your growth. Put yourself on your imaginary 
death-bed and realize that time stands still for 
no one. Start as soon as possible to make any 
necessary changes you may need to.

Take the first step before more time gradually passes 
by while you stand still stagnating. Your choice. Your 
life. Your responsibility. Your power.

3. Realize that you get to control your reactions.

We create our outside reality by the thoughts and 
beliefs we maintain about life in general. What we 
believe in our inner world, we see in our outer world—
not the other way around.

We all have problems, and we’re often tested by 
circumstances outside of our control. Even though 
you may not be in control of what’s going on outside 

 At Home

Unplug. The same technology that makes it so easy 
for workers to do their jobs flexibly can also burn 
us out if we use them 24/7. By all means, make 
yourself available—especially if you’ve earned the 
right to “flex” your hours—but recognize the need for 
personal time, too.

Divide and conquer. Make sure responsibilities at 
home are evenly distributed and clearly outlined—
you’ll avoid confusion and problems later.

Don’t over commit. Do you feel stressed when 
you just glance at your calendar? If you’re 
overscheduled with activities, learn to say,” no.” 
Shed the superman/superwoman urge!

Get support. Chatting with friends and family can 
be important to your success at home—or at work—
and can even improve your health. People with 
stronger support systems have more aggressive 
immune responses to illnesses than those who lack 
such support.

Take advantage of your company’s Employee 
Assistance Program (EAP). Many organizations 
offer resources through an EAP, which can save you 
precious time by providing guidance on issues like 
where to find a daycare center and caretaking for 
an elderly parent, as well as referrals to mental 
health and other services.

Stay active. Aside from its well-known physical 
benefits, regular exercise reduces stress, depression 
and anxiety, and enables people to better cope 
with adversity, according to researchers. It’ll also 
boost your immune system and keep you out of the 
doctor’s office. Make time in your schedule for the 
gym or to take a walk during lunch—and have some 
fun!

Treat your body right. Being in good shape physically 
increases your tolerance to stress and reduces sick 
days. Eat right, exercise and get adequate rest. 
Don’t rely on drugs, alcohol or cigarettes to cope 
with stress; they’ll only lead to more problems.

Get help if you need it. Don’t let stress stand in 
the way of your health and happiness. If you are 
persistently overwhelmed, it may be time to seek 
help from a mental health professional. Asking 
for help is not a sign of weakness—taking care of 
yourself is a sign of strength.
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5. Believe that you are more than enough.

If you have to compare yourself to someone else, let 
it be a person who is less fortunate, and let it be a 
lesson to learn just how abundant your life truly is. It’s 
just a matter of perspective.

You may find that you are not entirely grateful for what 
you possess. You may believe that you need more than 
you have right now to be happy. If this is the case, then 
you are absolutely right—you will need more, and you 
will continue to need more.

This cycle will perpetuate as long as your mind believes 
it to be true. If you focus on what you have, and not on 
what you lack, you will always have enough, because 
you will always be enough.

6. Love yourself.

You have arrived. Everything you need is right here. 
Cut out the distractions, open your eyes, and see that 
you already have everything in your possession to be 
happy, loved, and fulfilled.

It’s not out there. It never was out there. It’s in the 
same place it was since the day you were born. It’s just 
been covered up by all the external things you have 
identified with over the years.

Be yourself. Love yourself completely and accept 
everything that you are. You are beautiful. Believe it, 
and most importantly, remind yourself often.

7. Stay cool.

If someone cuts us off in traffic or skips the queue 
at our local cinema, we may feel our blood pressure 
begin to rise and feel the need to react in a negative 
manner. We get uptight with other people’s actions, 
and in the end, we punish ourselves for their bad 
behavior.

We end up losing control over our own actions because 
of the way other people act. But we are responsible for 
our own action, regardless of how rude other people 
may act. If it’s hard to stay cool, remember: you are 
the one who loses in the end, if you lose the lesson.

8. Journey well.

We know life is about the journey and not the arrival. 
We don’t need to arrive if we accept that we are 
already here.

Be content with where you are today and don’t make 
the mistake of putting off being happy because you 
are waiting for the right moment to shine. Sometimes 
it takes a conscious effort to enjoy the journey.

Not everyone woke up this morning and not everyone 
will go to bed tonight. Life has no guarantees. Every 
minute you are living is a blessing that has to be 
experienced in the moment. It’s not always easy, but 
it’s always an option—a choice. Your choice.
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your ability to deal with stress and make good 
decisions when you jump back into the grind.

Tune in. Listen to your favorite music at work to 
foster concentration, reduce stress and anxiety, 
and stimulate creativity. Studies dating back 
more than 30 years show the benefits of music 
in everyday life, including lowered blood pressure. 
Be sure to wear headphones on the job, and then 
pump up the volume—and your productivity.

Communicate effectively. Be honest with 
colleagues or your boss when you feel you’re in a 
bind. Chances are, you’re not alone. But don’t just 
complain—suggest practical alternatives. Looking 
at a situation from someone else’s viewpoint 
can also reduce your stress. In a tense situation, 
either rethink your strategy or stand your ground, 
calmly and rationally. Make allowances for other 
opinions, and compromise. Retreat before you 
lose control, and allow time for all involved to 
cool off. You’ll be better equipped to handle the 
problem constructively later.

Give yourself a break. No one’s perfect! Allow 
yourself to be human and just do the best you 
can.

of you, you most definitely can control your reaction 
to those situations.

We have the power because our inner world (cause) 
affects the influence we allow the outer world (effect) 
to have on us. So next time you hear somebody 
mention that you have great personal power, know 
they are 100% correct. You have more control than 
you think.

4. Know that no one is better qualified.

We place far too much emphasis on other people’s 
opinions about us, often to the exclusion of our own. 
This takes away from our own personal power. No 
matter what anybody says about you, it doesn’t hold 
any significance to who you truly are unless you 
identify or agree with them.

Stop identifying with other people’s opinions and 
become aware of how you see yourself. Nobody 
knows you better than you do. Never accept another 
person’s reality as your own. Always believe that you 
can achieve anything you put your mind to. And, 
most importantly, never let another person’s opinion 
of you affect what you believe about yourself.
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Work Life Balance 8 Tips to Help Create a Positive Mental Attitude

By Mental Health America

For a lot of people, the pursuit of a healthy work/life 
balance seems like an impossible goal.

With so many of us torn between juggling heavy 
workloads, managing relationships and family 
responsibilities, and squeezing in outside interests, 
it’s no surprise that more than one in four Americans 
describe themselves as “super stressed.” And that’s 
not balanced—or healthy.

In our rush to “get it all done” at the office and at 
home, it’s easy to forget that as our stress levels 
spike, our productivity plummets. Stress can zap our 
concentration, make us irritable or depressed, and 
harm our personal and professional relationships.

Over time, stress also weakens our immune 
systems, and makes us susceptible to a variety of 
ailments from colds to backaches to heart disease. 
The newest research shows that chronic stress can 
double our risk of having a heart attack. That statistic 
alone is enough to raise your blood pressure! 

While we all need a certain amount of stress to 
spur us on and help us perform at our best, the 
key to managing stress lies in that one magic word: 
balance. Not only is achieving a healthy work/
life balance an attainable goal but workers and 
businesses alike see the rewards. When workers are 
balanced and happy, they are more productive, take 
fewer sick days, and are more likely to stay in their 
jobs.

Here are a few practical steps we can all take to 
loosen the grip that stress has on us and win back 
the balance in our lives. Read on and reap the 
benefits.

At Work

Set manageable goals each day. Being able to meet 
priorities helps us feel a sense of accomplishment 
and control. The latest research shows that the more 
control we have over our work, the less stressed we 
get. So, be realistic about workloads and deadlines. 
Make a “to do” list, and take care of important tasks 
first and eliminate unessential ones. Ask for help 
when necessary.

Be efficient with your time at work. When we 
procrastinate, the task often grows in our minds 
until it seems insurmountable. So, when you face a 
big project at work or home, start by dividing it into 
smaller tasks. Complete the first one before moving 
on to the next. Give yourself small rewards upon 
each completion, whether it’s a five-minute break or 
a walk to the coffee shop. If you feel overwhelmed 
by routines that seem unnecessary, tell your boss. 

By Declan O’Flaherty

“No one can make you feel inferior without your 
consent.” ~Eleanor Roosevelt

For years I lived an uneventful existence. I wasn’t 
happy. I wasn’t unhappy either. I was just sort of stuck.

I had a good career, earned lots of money, and I had 
great friends and a loving family. You would think that 
this doesn’t sound too bad, but I felt unfulfilled and 
unmotivated. I repeatedly lived each day like the one 
before.

I looked around me and saw that everybody within 
my own circle of friends, relatives, and immediate 
family were no different. They too seemed stuck. They 
seemed unmotivated—like they were living their lives 
on automatic pilot.

I began to question why this was. Why do so many 
people just accept this pattern as normal, as if this is 
the way it is supposed to be?

I read hundreds of books on philosophy, psychology, 
and spirituality. I continued with this for a couple of 
years until I gradually I began to see things with greater 
clarity. I began to wake up. Then one day, out of the 
blue it just hit me, like a ton of bricks.

The key to unlocking my prison door was not contained 
in any books I read (although they did help me 
somewhat). It was in my ability to accept what “is” in 
this moment. So, I now I make that choice.

Here are eight tips to help you make that choice:

1. Remember that you are powerful.

Most of the time we have no idea what we are supposed 
to be doing, or who we are supposed to be imitating. I 
say “imitating” because this is what we do: We conform 
to the external environment.

We play roles and cover up our true selves by identifying 
with “things” that end up defining who we think we are. 
I’m a doctor, a salesperson, a secretary, a lawyer; I’m 
sad, happy, lonely, or miserable. I’m angry, jealous, 
afraid, and I can’t help it—it’s who I am.

The truth is, though, we are none of those things. 
They are symptoms of the sleepwalking disease. You 
are more important than any label. We are not our 
professions. We are not our feelings. We are not our 
circumstances. We are not even our mind.

What we are is far greater, far superior, far more 
important, and far more mysterious than our 
conceptual mind tries to define. This is why we are far 
more powerful than we think we are.

2. Choose to embrace life.

Let go and embrace the moment, whether it contains 
an obstacle or an opportunity. Stop fussing over trivial 
matters and start focusing on what’s really important 
to you.

Don’t go through life expecting things to change. Life 
becomes hard and unfair when we decide to complain 

The less time you spend doing busy work or 
procrastinating, the more time you can spend 
productively, or with friends or family.

Ask for flexibility. Flex time and telecommuting are 
quickly becoming established as necessities in 
today’s business world, and many companies are 
drafting work/life policies. If you ask, they might 
allow you to work flexible hours or from home a 
day a week. Research shows that employees who 
work flexible schedules are more productive and 
loyal to their employers.

Take five. Taking a break at work isn’t only 
acceptable, it’s often encouraged by many 
employers. Small breaks at work—or on any 
project—will help clear your head, and improve 

about things rather than trying to change them 
ourselves. Wake up to the truth that life is not a 
practice-run.

Be bold and courageous, and make decisions that 
benefit your growth. Put yourself on your imaginary 
death-bed and realize that time stands still for 
no one. Start as soon as possible to make any 
necessary changes you may need to.

Take the first step before more time gradually passes 
by while you stand still stagnating. Your choice. Your 
life. Your responsibility. Your power.

3. Realize that you get to control your reactions.

We create our outside reality by the thoughts and 
beliefs we maintain about life in general. What we 
believe in our inner world, we see in our outer world—
not the other way around.

We all have problems, and we’re often tested by 
circumstances outside of our control. Even though 
you may not be in control of what’s going on outside 

 At Home

Unplug. The same technology that makes it so easy 
for workers to do their jobs flexibly can also burn 
us out if we use them 24/7. By all means, make 
yourself available—especially if you’ve earned the 
right to “flex” your hours—but recognize the need for 
personal time, too.

Divide and conquer. Make sure responsibilities at 
home are evenly distributed and clearly outlined—
you’ll avoid confusion and problems later.

Don’t over commit. Do you feel stressed when 
you just glance at your calendar? If you’re 
overscheduled with activities, learn to say,” no.” 
Shed the superman/superwoman urge!

Get support. Chatting with friends and family can 
be important to your success at home—or at work—
and can even improve your health. People with 
stronger support systems have more aggressive 
immune responses to illnesses than those who lack 
such support.

Take advantage of your company’s Employee 
Assistance Program (EAP). Many organizations 
offer resources through an EAP, which can save you 
precious time by providing guidance on issues like 
where to find a daycare center and caretaking for 
an elderly parent, as well as referrals to mental 
health and other services.

Stay active. Aside from its well-known physical 
benefits, regular exercise reduces stress, depression 
and anxiety, and enables people to better cope 
with adversity, according to researchers. It’ll also 
boost your immune system and keep you out of the 
doctor’s office. Make time in your schedule for the 
gym or to take a walk during lunch—and have some 
fun!

Treat your body right. Being in good shape physically 
increases your tolerance to stress and reduces sick 
days. Eat right, exercise and get adequate rest. 
Don’t rely on drugs, alcohol or cigarettes to cope 
with stress; they’ll only lead to more problems.

Get help if you need it. Don’t let stress stand in 
the way of your health and happiness. If you are 
persistently overwhelmed, it may be time to seek 
help from a mental health professional. Asking 
for help is not a sign of weakness—taking care of 
yourself is a sign of strength.
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5. Believe that you are more than enough.

If you have to compare yourself to someone else, let 
it be a person who is less fortunate, and let it be a 
lesson to learn just how abundant your life truly is. It’s 
just a matter of perspective.

You may find that you are not entirely grateful for what 
you possess. You may believe that you need more than 
you have right now to be happy. If this is the case, then 
you are absolutely right—you will need more, and you 
will continue to need more.

This cycle will perpetuate as long as your mind believes 
it to be true. If you focus on what you have, and not on 
what you lack, you will always have enough, because 
you will always be enough.

6. Love yourself.

You have arrived. Everything you need is right here. 
Cut out the distractions, open your eyes, and see that 
you already have everything in your possession to be 
happy, loved, and fulfilled.

It’s not out there. It never was out there. It’s in the 
same place it was since the day you were born. It’s just 
been covered up by all the external things you have 
identified with over the years.

Be yourself. Love yourself completely and accept 
everything that you are. You are beautiful. Believe it, 
and most importantly, remind yourself often.

7. Stay cool.

If someone cuts us off in traffic or skips the queue 
at our local cinema, we may feel our blood pressure 
begin to rise and feel the need to react in a negative 
manner. We get uptight with other people’s actions, 
and in the end, we punish ourselves for their bad 
behavior.

We end up losing control over our own actions because 
of the way other people act. But we are responsible for 
our own action, regardless of how rude other people 
may act. If it’s hard to stay cool, remember: you are 
the one who loses in the end, if you lose the lesson.

8. Journey well.

We know life is about the journey and not the arrival. 
We don’t need to arrive if we accept that we are 
already here.

Be content with where you are today and don’t make 
the mistake of putting off being happy because you 
are waiting for the right moment to shine. Sometimes 
it takes a conscious effort to enjoy the journey.

Not everyone woke up this morning and not everyone 
will go to bed tonight. Life has no guarantees. Every 
minute you are living is a blessing that has to be 
experienced in the moment. It’s not always easy, but 
it’s always an option—a choice. Your choice.
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your ability to deal with stress and make good 
decisions when you jump back into the grind.

Tune in. Listen to your favorite music at work to 
foster concentration, reduce stress and anxiety, 
and stimulate creativity. Studies dating back 
more than 30 years show the benefits of music 
in everyday life, including lowered blood pressure. 
Be sure to wear headphones on the job, and then 
pump up the volume—and your productivity.

Communicate effectively. Be honest with 
colleagues or your boss when you feel you’re in a 
bind. Chances are, you’re not alone. But don’t just 
complain—suggest practical alternatives. Looking 
at a situation from someone else’s viewpoint 
can also reduce your stress. In a tense situation, 
either rethink your strategy or stand your ground, 
calmly and rationally. Make allowances for other 
opinions, and compromise. Retreat before you 
lose control, and allow time for all involved to 
cool off. You’ll be better equipped to handle the 
problem constructively later.

Give yourself a break. No one’s perfect! Allow 
yourself to be human and just do the best you 
can.

of you, you most definitely can control your reaction 
to those situations.

We have the power because our inner world (cause) 
affects the influence we allow the outer world (effect) 
to have on us. So next time you hear somebody 
mention that you have great personal power, know 
they are 100% correct. You have more control than 
you think.

4. Know that no one is better qualified.

We place far too much emphasis on other people’s 
opinions about us, often to the exclusion of our own. 
This takes away from our own personal power. No 
matter what anybody says about you, it doesn’t hold 
any significance to who you truly are unless you 
identify or agree with them.

Stop identifying with other people’s opinions and 
become aware of how you see yourself. Nobody 
knows you better than you do. Never accept another 
person’s reality as your own. Always believe that you 
can achieve anything you put your mind to. And, 
most importantly, never let another person’s opinion 
of you affect what you believe about yourself.
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Could a Fitness Tracker Boost Your Heart Health?

By Debra Auerbach

According to a recent survey from staffing firm 
accountemps, more than eight in 10 (85 percent) 
survey respondents say being courteous to 
co-workers has an impact on a person’s career 
prospects.

Attending etiquette class may seem old school, but 
minding your P’s and Q’s may help you move up 
the corporate ladder a little faster. According to a 
recent survey from staffing firm Accountemps, more 
than eight in 10 (85 percent) survey respondents 
say being courteous to co-workers has an impact 
on a person’s career prospects.

“When using proper etiquette, you strengthen your 
reputation as someone who is professional and 
courteous,” says Bill Driscoll, New England district 
president of Accountemps. “People want to work 
with others who show them respect.”

While this may seem like common sense, chances 
are you may be breaking some workplace etiquette 
rules without even realizing it. Even little offenses 
can make an impact, especially if they continue 
over time. “Repeated etiquette breaches show a 
lack of attention to detail or common courtesy,” 
Driscoll notes. “This can cause others to perceive 
you as unprofessional and potentially affect your 
prospects for career advancement.”

Common behavior breaches

So what constitutes bad manners in the workplace? 
While it may be subjective, here are some common 
breaches of office etiquette in an open office 
space, according to the survey:

• Using a speakerphone or talking loudly on the 
phone – 36 percent

• Loitering or talking around a colleague’s desk – 
23 percent

• Eating foods that have strong odors – 15 percent

• Keeping a messy or cluttered workspace – 14 
percent

• Leaving the phone ringer on loud – 8 percent

Mistakes to make with your manager

Beth Ruffing, manager of HR Services at human 
resources and business solutions provider Insperity, 
says to steer clear of asking your boss the following 
questions, which can come across as rude and 
unprofessional:

• “Why do I have to do this?” According to Ruffing, 
this question projects a bad attitude and makes 

it appear as though the employee only wants 
to complete the minimum job requirements.

• “Will I get a raise for this?” “There is a 
time and a place to have discussions about 
compensation and performance pay, but asking 
about a raise for completing required tasks is 
unprofessional,” Ruffing says. “Managers don’t 
usually give raises to employees based on 
their assigned duties or the completion of one 
additional project. Employees are more likely 
to get a raise for going above and beyond their 
job description on a consistent basis.”

• “How much money do you make?” Ruffing 
stresses that it’s always unprofessional and 
disrespectful to ask any colleague about their 
salary. “This is a very personal matter that 
should not be discussed among co-workers.”

Polishing a poor image

If you want to become a more courteous 
colleague, there are some simple ways to improve 
a tarnished image or strengthen an already solid 
one. According to Ruffing, one way to do so is 
to steer clear of gossip. “The water cooler is a 
well-known breeding ground for the rumor 
mill,” she says. “The average employee spends 
approximately 65 hours a year gossiping in the 
workplace, according to a study conducted by 
Equisys. As tempting as it may be, the ‘less is 
more’ principle can go a long way toward building 
a solid reputation as a trustworthy and reliable 
employee.”

Ruffing also stresses the importance of 
controlling your emotions, no matter how stressful 
of a day you’ve had or how unreasonable your 
boss or co-workers are being. “Avoid outbursts, 
such as yelling, screaming, making threats or 
reacting with violence at all costs. Not only can 
this damage a career, but it can also lead to 
termination. Instead, take a deep breath and 
remain calm, cool and collected when voicing 
concerns or differences of opinion. No one wants 
to associate with the office bully. Be professional 
and refrain from finger pointing. Focus on finding 
solutions to issues.”

Finally, consider your company’s culture and 
values and let the office climate guide your 
etiquette. “Pay close attention to successful 
employees and management and integrate their 
positive traits into daily tasks and projects,” 
Ruffing says.
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Could Your Manners Impact Your Career?

“Nobody got 
where they 
are today 

by living for 
tomorrow.” 

– Tom Wilson

By Seth Martin

A Johns Hopkins cardiologist shares why these 
devices work to improve heart health for so many 
people, along with five easy ways to incorporate one 
into your daily life.

You know exercise is heart smart and good for you. 
But do you really know how much physical activity 
you’re getting? And how can you get more, day in 
and day out, for your heart health? A fitness tracker 
may help.

Studies show that consistently using a fitness 
tracker—a device that tracks your movement, such 
as a traditional pedometer or other wearable device, 
or a smartphone app—can increase your steps per 
day by more than a mile, especially if you establish a 
heart-smart daily goal.

“Fitness trackers are a great tool for heart health,” 
says Johns Hopkins cardiologist Seth Martin, M.D., 
M.H.S. “Being more active and changing your habits 
is important, but it can be difficult. Tracking likely 
helps a lot of people when combined with a clear 
goal to shoot for.”

The Heart-Smart Power of a Fitness Tracker

Having an objective daily record can open people’s 
eyes to how little exercise they’re getting, Martin says, 
which can recalibrate their mindset and become 

an incentive. People find ways to incorporate more 
activity into their day, whether it’s dedicated walking or 
gym time, walking during meetings or personal calls, 
or simply taking the stairs instead of an elevator.

“It gives people information and empowers them to 
start making changes for heart health,” Martin says. 
“And often, their activity level was not something they 
were paying attention to before they started tracking.”

Fitness Trackers: Where to Start, How to Stick with It

Try a few pedometers, smartphone tracking apps or 
wearable devices, until you find one that’s comfortable 
for you and your budget, Martin suggests. Next steps 
once you’ve made a match:

1.  Use the tracker consistently, every day.

2.  Set a goal. The most common figure is 10,000 
steps per day, but check with your doctor. If that is 
unrealistic or unhealthy, he or she can suggest an 
individualized plan, such as doubling your 2,000 
steps to 4,000.

3.  Find activities you enjoy that also fit into your 
daily life and can be sustained over the long-term.

4.  Recruit friends and family to use trackers as well. 
It can create a social support network and even 
foster a sense of competition.

5.  Be accountable. Check your numbers 
every day, and share them with your doctor 
at your next appointment.

Follow those five tips, and you’ll be on your way 
to a healthier lifestyle—and a healthier heart.

The Future of Fitness Trackers

Be ready, too, as doctors learn and introduce 
even better ways to use these devices. In a 
recent study, Martin and his Johns Hopkins 
colleagues tested an automated, real-time, 
personalized program that sent text messages 
to subjects based on data from their phone. 
Over the short term, this coaching system 
helped increase step counts by more than a 
mile a day.

Martin hopes to see a similar system become 
widely used. He also wants to test social media 
platforms, to build support and competition 
networks. “It hasn’t been studied, but we think 
it will work,” Martin says. “I think technology 
can be a very powerful tool to get people 
moving more.”
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“Physical fitness is not 
only one of the most 
important keys to a 

healthy body, it is the 
basis of dynamic and 
creative intellectual 

activity.” 

 - John F. Kennedy

Over the years,  we have found that there are elements of your life that are more important than money.    

These elements - Physical Health, Relationship Health, Inner Health and Career Health - cannot be delegated.  

We hope that you find these articles to be of value in improving the quality of your life.
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