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What Readers Say ....

“l am impressed with the insights Anil has brought forth, on typical
situations at the work place and ways to handle them.”
- Paul Abraham, COO, Indusind Bank

“Thank you for bringing out the great handheld book. This is helping me
immensely in my new role at a senior level. This is now become a daily
habit of reading each chapter every day even though | have read it
several times. Every time | read, | get a new perspective. Thanks again!”
- Rohit, Senior Manager

“I received the book yesterday. Thank you so much for sharing this gem
of a book. | just couldn’t keep it down from the moment | started
reading this. This book should be part of every organization’s internal
library and must be promoted extensively. In fact | started using some of
the concepts from today morning itself with miraculous results and
speed. Will recommend it strongly at my bank once | am through with it.
Once again let me put it on record - This book is a professional game
changer and will be a ready reckoner with me for life.”
- Anish, National Manager, Training

“Sir, | read Chapter 3: How to get Okay in a minute? | must tell you that
your valuable advice i.e. ‘reduce your Boss’ role to a simple ‘Yes’ or ‘No’,
is giving me great results. The examples have helped me implement:
How to convert a 15-minute issue, into a 1-minute decision-task for the
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boss. Thank you so much for this!
- Rahul Khanna, on Amazon.in



CHAPTERS

Introduction

Getting Started

1. What to do when a Senior does not respond?

Navigation

2. ‘A’ says ‘B’ will do, ‘B’ says ‘A’ should do!
3. How to get an ‘Okay’ in a minute?

4. Why a Senior won’t revert to your Email?
5

. When the Boss says ‘No’?

Escalation

6. Destructive vs. Non-Destructive Email
7. How to Escalate an Issue — Part |

8. How to Escalate an Issue — Part Il

Due Diligence

9. How to reduce Errors at Work?

10. What is the Bad News in your department?

Managing
11. Use your Authority, to manage with Less Effort
12. In big Companies, a typical Problem

13. How to reduce Meetings & Conference Calls?

Xi

19
31
39

53
59
69

81
97

103
109
119



Being a Good Boss

14. How to give ‘Breathing Space’ to your team?
15. Managing a Big team?

16. Your ‘Thank You’ can help someone

17. As a Boss, 3 ways to give ‘Voice’ to others

Hiring
18. How to write a Job Description?
19. How to ‘manually’ check for IQ and EQ?

20. How to do a Reference Check?

Emotional Intelligence
21. In Office — 8 Ways to manage your Weakness
22. 2 Things that helped improve my Emotional Intelligence

23. Where to get ‘Good Advice’ in Office?

Long-Term

24. In Office — How to Collate your Thoughts?
25. How to get a 5 (Excellent) in Appraisal?

26. How to improve your Public Speaking skills?

27. 6 Business / Management books that | liked

Miscellaneous

28. Fire Drill in Office — 5 Things you probably don’t know

129
135
143
153

161
173
181

189
201
217

227
235
247
255

271



Exercises 277

Acknowledgments 283
About the Author 287
Note:

Updated Edition 2018.



About the Author

Anil Karamchandani is a Mumbai-based former manager.
He is a commerce graduate from K.C.College, Mumbai University.

Anil worked primarily with ABN AMRO Bank, a Netherlands-based
bank, across its Indian branches and BPO, in his career (1993 - 2011).
He has worked in most areas of banking: Cash and Clearing, Fixed
Deposit, Loans, Mutual Funds and Private Banking.

He left his job in late 2011 to pursue his interest in writing.

Anil continues to write on office situations on his blog. His articles
have appeared in The Huffington Post and People Matters too.

Anil enjoys playing chess, listening to R.D.Burman songs, and watching
Hollywood movies (the likes of As Good As It Gets, Crash, Surf’s Up...).

Anil lives in Mumbai with his mom.

You can reach Anil at — anil@anilkaramchandani.com



At work, each day brings with it a fresh
set of challenges.

We put in long and hard hours to address them and
to master them.

But are these one-of-a-kind situations really different?

A detached look will reveal - while the specifics of a situation will change from
one to the next, at their core they all raise the same set of demands on us.

How to Escalate an Issue?

What to do when ‘A’says ‘B’ will do, ‘B’ says ‘A’ should do?
How to deal with a Senior who doesn't respond?

How to reduce Errors at work?

How to reduce Meetings and Conference Calls?

How to manage a Big team?

How to get a 5 (Excellent) in Appraisal?

How do you respond to these innate challenges?
Could there be another, better way of handling these situations?

For the first time comes a book that attempts to address these and many such
on-the-ground situations faced by managers and officers.

ANIL KARAMGHANDAN' an experienced manager, uses his 15+ years of experience,
to show — some with anecdotes, some with examples — how to master these situations.

The book has 21 articles, none of which should take you more than 10 minutes to read
and implement. As an aside, they will ease the pressure off any boss, while helping to
sharpen the execution skills within a team.

www.anilkaramchandani.com
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