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“C” is for Character, Commitment, Caring, Compassion

“Commitment moves us past a neutral understanding of what we want to doing something about it.”    Geoffrey M. Bellman

 “He whose walk is blameless and who does what is righteous, who speaks the truth from his heart and has no slander on his tongue and casts no slur against his fellow man…who keeps his oath even when it hurts...” Psalm 15 v. 2-4

“Let us therefore make every effort to do what leads to peace and to mutual edification.” 
Romans 14:19

“O” is for Others, Orderliness

“Do nothing out of selfish ambition or vain conceit, but in humility consider others better than yourselves”  Philippians 2:3

Others – Common courtesy, such as "please" and "thank you"

· Give quick responses to e-mail and voice mail, not only to clients and donors, but other staff members.

· E-mail courtesies – answer within 24 hours.

· Keep your message short.

· Don’t use all capital letters – they scream at people.

· Use spell check.

· E-mail isn’t really private…don’t write anything you don’t want anyone else to see.

Incorrect Questions or IQs, such as:

· "When is someone going to take care of this?"

· "Who dropped the ball?"

· "Why don't they communicate better?"

· These are negative and don't solve any problems.

· They are also the opposite of personal accountability because each one implies that someone else is responsible

Better Questions – Make better choices in the moment by asking better questions.

· “What can I do to help resolve this situation in a caring manner?”

· “How can I help to promote understanding in this situation?”

“M” is for Misunderstanding, Meekness

Blame, Complaining, Procrastination

· All of the above cause misunderstandings or in other words, they sabotage the process of productivity and unity.

· Understanding…because understanding takes a lot of work, we tend to resort to the above strategies.

· Be completely humble and gentle; be patient, bearing with one another in love.  Make every effort to keep the unity of the Spirit through the bond of peace.  Ephesians 4:2-3

· Why questions: Why can’t other people 





?
· Victim thinking: Why is this happening to me? We know there is already so much of this in the world and the best way to eliminate it is to get rid of it in ourselves.

“M” is for Maturity, Manners

Maturity – Personal Accountability or taking responsibility – The idea that we are accountable for our own choices and are free to make better choices.

Minding Your Business Manners

Equipment Etiquette

· If it's empty, fill it.

· If it's broken, fix it or at least report it.

· If you don't know how to use it properly, ask or learn.

· If it isn't your turn, wait.

· If it isn't yours, don't read it.

· If you make a mess, clean it up.

· If you're finished with it, make sure it's ready for the next person.

Telephone Etiquette

Automated telephone services may be more efficient and take a load off staff, but 94% of people say they prefer a person to answer the phone when they call.  Communication Bulletin for Managers and Supervisors, Nov. 13, 2003
· Answer the phone within three rings.

· Smile before you answer the phone; it will come through your voice to the caller.

· Answer outside calls with courtesy.  

· Return calls within 24 hours or sooner.

· If you tell someone to call you at a certain time, you've made an appointment.

· If you must re-schedule, just as with a meeting, be sure to do so as soon as possible, and don't forget to apologize for the inconvenience.

“U” is for Understanding

Empathize with others; find out what others are doing and ask why with genuine interest.

You cannot be trying to understand and be critical of another at the same time.

“N” is for Needs

Needs – What do others in your department or in another department need?

What can you do to help meet that need?

What needs do you have? How can you get them met?

The mistake we often make is that we don’t ask what they want; we “know” – so we tell them. Our assumptions about what they want are often based on what we want and/or what they “should” want. A big mistake, but a common one.

Instead of asking “why don’t they communicate better?” ask, “How can I communicate better?”

“I” is Intentions, Interest

Intentions or Motives…examine our own – we cannot know for certain the motives of someone else but we can look at our own.

Interest in Others – Each of you should look not only to your own interests, but also to the interests of others.   Philippians 2:4

“C” is for Change, Conflict, Courage

Change – We don’t like it when it disturbs our comfort zone

Who can we change? How can I adapt to a changing world? A changing organization?

Conflict – When is it time to stop e-mail and go face to face with a person?

What causes fights and quarrels among you? Don’t they come from your desires that battle within you? James 4:1    

(Let them answer)

Courage

If any of you lacks wisdom, he should ask God, who gives generously to all without finding fault, and it will be given to him. James 1:5

Who is wise and understanding among you? Let him show it by his good life, by deeds done in the humility that comes from wisdom. James 3:13

“A” is for Alertness, Attentiveness, Availability,

Procrastination: The friend of failure

Take care of little things while they are still little… most of you probably have discovered that when you put things off, they usually grow…

Attention to Details – Alertness vs Carelessness: Be aware of what is taking place around me so I can have the right response

Availability for the work God gives us to do 

“T” is for Tools, Tasks, Thoroughness, Technical

Tasks – How do you organize tasks needing to be done?

Thoroughness – Make sure it’s done with excellence - follow through to the last detail.

Tools – Phones, e-mail, pagers, computers, calendars

· E-mail is a great tool for communication however it can also be a hindrance to communication. 

· In Missouri Employment Law Letter, May 2003, Vol. 13, No. 3, a study by Accountemps notes that there are circumstances in which e-mail isn’t the best form of communication.

· For instance, “If a topic involves debate or requires a group consensus, the employee or manager should arrange a meeting or conference call to address the matter.”

· When you get an e-mail that includes other people, stop and think if you need to reply to all of the recipients or not…

· Be sure to e-mail only those who need to be included 

· Technical: Using your computer correctly…follow the Mission’s computer policy. Access help from IS department

“I” is for Initiative, Integrity

Initiative – Doing what needs to be done before having to be told

Integrity – ”Being what I say I am by acting in accordance with my words”

· Integrity begins with me – not others – asking the question, “How can I practice the principles I espouse?”

· Instead of asking “Why don’t others walk their talk”, let’s walk out own talk 1st.

“O” is for Opportunity, Options

Option Thinking – What are my options?  Think of several options before determining that there is only one

Opportunities – Everyday presents opportunities to trust God

 “N” is for Nice, New

Be kind to one another…

Old Questions 

· “Who dropped the ball?”

· “Who will care as much as I do?”

· “When is someone going to help me?”

New Questions

· “How can I be a better leader?

· What can I do to show I care?

· How can I communicate better?

