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1. Negotiation Basics
Everything is negotiable, but not through force. Do your research first - know typical market rates and standards. Stay 
quiet after making your ask - silence is powerful. Focus on creating mutual benefit rather than winning. Remember: 
The person who needs it less usually gets a better deal.

2. Energy Management
Stop managing just your time; manage your energy. Track when you're at your best during the day and guard those 
hours for important work. Rest isn't lazy - it's strategic. When you feel foggy or irritable, that's your signal to take a 
real break. Good rest beats more hours of mediocre work.

3. Building Relationships
Help people without expecting anything back - but keep track of who you've helped. Connect people who could 
benefit each other. Follow up with contacts every few months with something specific and helpful. Good relationships 
aren't about networking events; they're about being consistently useful to others.

4. Understanding Money
Your money habits come from watching your parents. Challenge these inherited patterns. Automate your finances - 
set up automatic transfers on payday for savings and investments. Wait 24 hours before any big purchase. Review 
your spending monthly without judgment - just look for patterns.

5. Making Decisions
For big choices, write down: "How will this affect me in a day, a month, and a year?" List what must be true for this 
decision to work out. Ask yourself, "What would I tell my best friend to do?" Keep a decision journal - write down big 
choices and review them later to improve your judgment.

6. Digital Skills
Pick one platform and get really good at it. Share what you know regularly. Learn basic analytics to see what works. 
Build a simple website as your home base. Remember: Online presence is now part of your resume, whether you like 
it or not.

7. Workplace Intelligence
Watch who gets promoted and why - it's rarely just about technical skills. Match the energy of the room in meetings. 
Before speaking up, ask yourself if it adds value. Build a reputation for being reliable first, then exceptional. Keep 
track of your wins and positive feedback.

8. Personal Branding
Be known for solving specific problems really well. Have clear examples of your work ready to share. Make your value 
obvious - people won't figure it out themselves. Update your achievements monthly. Your reputation is what people 
say when you're not around - shape it intentionally.

9. Building Systems
Create environments that make good choices easier. Want to read more? Put books by your coffee maker. Need to 
exercise? Pack your gym bag the night before. Your habits follow your setup. Review what's working monthly and 



15 Essential Life Skills: A No-Nonsense Guide 2

adjust.

10. Managing Relationships
Listen more than you talk. Remember key details about people. Check in regularly without needing anything. Share 
opportunities. Make time for important relationships like you make time for work - schedule it if you have to.

11. Recovery Skills
Learn your warning signs of burnout. Take short breaks before you need them. Sleep isn't lazy - it's maintenance. 
Know the difference between being tired and being depleted. Recovery is part of the work, not a break from it.

12. Focus Management
Your attention is valuable - treat it that way. Block distractions before they happen. Work in focused blocks with clear 
breaks. Multi-tasking isn't real - do one thing well instead of three things poorly.

13. Managing Perceptions
Actions build reputation faster than words. Deliver what you promise. Fix mistakes quickly and openly. Make others 
look good. Your work should speak for itself, but make sure people know about your successes - they won't discover 
them alone.

14. Handling Pressure
Pressure is normal - your response to it isn't. Practice difficult situations when stakes are low. Learn your stress 
signals. Have go-to methods for staying calm. Remember: Most pressure is temporary.

15. Learning Efficiently
Focus on principles over facts. Test knowledge by explaining it simply. Apply what you learn quickly - even small 
experiments count. Review basics regularly. Share what you learn with others - teaching deepens understanding.


