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Preface

This book began in 1989 at a forum titled “Power.” A speaker announced that, at his workplace, “Nobody listens to women.” I bristled and thought, That’s not true. People listen to some women. Then I asked, “Why do people listen to some women and not to others? What is different about women who are listened to? Can other women model themselves after those whose voices are heard? Do women have to act like men to command respect and attention?”

The answer began to unfold the next weekend when a young friend visited with her copy of Charlotte’s Web. As I reread this beloved classic, I realized that Charlotte was a female to whom people listened; furthermore, she used the language of power in a fully feminine way. No warrior she, no master of machismo, Charlotte chose to use her power to do good in the world: to save the life of Wilbur, the runt of the litter. Could working women do the same?

Just as Charlotte sent Templeton to seek words for her webs, so I sent myself to the research library to learn about the language of women and the language of weakness. I also listened and read, seeking examples of strong and weak business communications. It soon became clear that, despite the unresolved controversies that swirl around issues of language and power, we can furnish practical, usable tips that can help working women gain confidence, respect, and success by changing their language.

As I traveled around the world, listening to working women at every level, I saw that we all hunger for language tools that will empower us to work, to communicate, and to lead with confidence. So I designed a workshop titled “Woman Language, Woman Power: What Charlotte Teaches Us.” Women flocked to the workshops, eager to learn and eager to tell their tales, whether they were “horror stories” or stories of triumph. I collected these stories and noted recurring patterns: whether a woman is a secretary or a CEO, she faces common language issues at work.

Experience also showed the error in the thinking that says, “You can’t change your language style.” You can change your language style, for the better, and you can do so more easily than you can change almost anything else in your life. What’s more, when language becomes a success agent, confidence grows, and with it the courage to say and do things you would have feared before. It’s brought joy to hear the stories of the small and large victories of the women with whom I’ve worked for over a decade. Whether in the executive suite or the clerical pool, success breeds confidence. Confidence, in turn, breeds success.

Then, in March 1993, I attended a lecture by a well-known feminist. Nearly every audience question referred to language. One woman spoke of the message of the romance novels she and friends read. Another asked what to say when she’s harassed by fellow students. Another wanted to know how to appear strong without being called aggressive. Still another spoke of her lack of confidence. Their questions confirmed my resolve to write this book.

The 1995 edition won national and international recognition. Reviews in The New York Times, the Gannett newspapers, and other papers, magazines, and radio and television programs resulted in sales all over the world. Letters and e-mails arrived from places as far away as Pago Pago. A German edition was scheduled. And the book continues to inspire women, to provoke discussion groups, to reach out to men as well as to women.

Now it’s a delight to offer the new edition, true to the original vision but revised, updated, and expanded. The new section on interviewing skills corrects an oversight; many women have requested tips on successful interviewing. The new chapter on leadership offers ideas that have emerged as a result of additional research and work with women who lead or strive to lead in the future. The accompanying Leadership Evaluation has proved its worth as the first nonjudgmental way to evaluate leaders’ skills.

The Web and accompanying e-commerce advances also spurred updated discussions of on-line communications and a new section on rapid reading and search on the Web.

Julia Penelope asserted that “Language is power, in ways more literal than most people think. When we speak, we exercise the power of language to transform reality.” As women, we seek to transform the realities of our workplaces so that we can gain success, confidence, and power while retaining our femininity and integrity. This book showed how in 1995 and continues to do so in this new edition. As always, I welcome your comments, ideas, and criticism.

How to Say It® for Women is not a book about politics, nor does it lay out a particular philosophy. It taps ideas and quotations by men as well as by women (good ideas are gender-free). It’s a strictly practical, usable book about language that works and language that leads. It’s full of true stories told by women and about women. Enjoy it as you learn from it.


What the Language of Success Will Do for You

This book shows you how to use the language of power to succeed at work. We begin with the last two sentences of the beloved classic, Charlotte’s Web: “It is not often that someone comes along who is a true friend and a good writer. Charlotte was both.” Women who work can be both true friends and good writers. We can be powerful and good at the same time…and we can emulate Charlotte and other heroes both real and imagined as we shed the language of weakness and weave the language of power.

Why Charlotte? Like your workplace, her barn was a difficult and not necessarily humane place, in which the profit motive prevailed. Still, she managed to grow, to lead, to nurture, to protect the weak, to gain the cooperation of unwilling workers, and to persuade those in powerful positions. Like Charlotte, you face the challenge of accomplishing what you set out to do in the workplace. And, like Charlotte, you can do so confidently by harnessing the power of language. How to Say It® for Women shows you how.

First, see how weak language hinders you, drains your confidence, and blocks your success. Then progress, step-by-step, toward understanding, use, and mastery of language skills that give you confidence and power. On the way, you’ll read true stories about real women. In some cases, I’ve changed names or job titles to protect privacy. Just as the women in this book have enriched their work lives through language, so you’ll enrich yours as well. As you proceed through How to Say It® for Women, you’ll learn language skills that enable you to:


• Overcome your dread of speaking out.

• Look and feel confident.

• Make statements without hedging.

• Take credit for your accomplishments.

• Disagree politely but firmly.

• Assert yourself without seeming aggressive.

• Craft communications that work.

• Speak so you’re noticed.

• Convey positive messages with gestures.

• Give clear directions that people want to follow.

• Choose a confident personal style.

• Lead and manage successfully.

• Assess and improve your leadership skills.

• Deter slurs, insults, and harassment.

• Run effective meetings.

• Advance your career with power reading.

• Listen so you always get the message.

• Influence policy decisions at the top.



How to Get the Most Out of This Book

How to Say It® for Women aims to be user-friendly, so it goes beyond discussions of general ideas. It gives specific examples and models to copy and even provides “crib sheets” and scripts that fit the situations you face. The Action Plans throughout the book suggest ways to follow up and apply the contents at work. At the end of each chapter, the Quick Tips review critical points. At the end of the book, you can track your progress and benefit from the Leadership Evaluation. Finally, you’ll find a short Bookshelf for further reading.

Begin with Chapter 2, Throw Off Your Shackles: Break Free of the Grammar of Weakness, and Chapter 3, Assert Yourself: Use the Grammar of Power. The ideas and principles in these chapters build the foundation for the language of success and leadership. Next, surf on to Track Your Progress on pages 277–280 to locate topics of special interest. If leadership is your goal, review the Leadership Evaluation, ask associates to evaluate you, and build the skills covered in that section. If a big job interview looms, go to the tips and ideas in Chapter 6. Then feel free to graze: read each section in detail and try all the Action Plans, or just get the general principles outlined in each section. For example, if you’re already an assured and confident speaker, you may prefer to skim the two chapters on speaking and body language and move directly to the chapters on leadership. Or shift attention to the skills that ensure you receive information efficiently both in person and on the Web: listening and power reading. Except for the grammar chapters, the others can be covered in any order that makes sense to you.

If you’re a mother, read the book with your daughter. Young women suffer most from the language of weakness and will benefit greatly from powerful language skills. If you belong to a networking group, consider reading How to Say It® for Women together. Many of the Action Plans suggest that two women work together to overcome a weakness or practice a new skill, and your group may furnish partners. From time to time, check your progress from Novice to Mentor in Chapter 15, Our Heroes, Ourselves: Empower Yourself and Others, and choose your future goals.

Whatever job you do or plan to do in the future, whether you’re an executive, an engineer, a manager, a secretary, a clerk, a factory worker, a doctor, a lawyer, or a student, How to Say It® for Women will guide you with the principles and rules of powerful language that works.


Language is not “just words.” It enables us to establish our selves and ourselves, as individuals and as members of groups; it tells us how we are connected to one another, who has power and who doesn’t.

ROBIN TOLMACH LAKOFF
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Follow the Leaders to the Language of Success: Leave the Sad Stories Behind
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It is not often that someone comes along who is a true friend and a good writer. Charlotte was both.

E. B. WHITE

As women enter the work force in growing numbers and at all levels, we have the historic opportunity to transform the business world. But, while women have succeeded in cracking traditional business culture and forging new career paths, we still lack the clout of our male counterparts. Despite all our progress, Fortune was recently able to run a cover story on “Why Women Still Don’t Hit the Top.” and a New York Times headline blares, “Wall Street’s Embrace of Diversity Lauded Despite Its Poor Record.” In tangible terms of power, promotion, and pay, women still rank second. Ironically, much of the blame rests on a phenomenon that women not only can control, but in which we are typically believed to excel: communication. In the workplace, we unwittingly use communication styles that sabotage our messages and our ability to succeed.

Our language skills convey messages about ourselves and our capabilities every time we interact with colleagues, put a pen to paper, or stand before an audience. Whether in speaking, writing, or personal presentation, weak language lessens the impact of our words, undermines our contributions, and hinders our growth and influence. But where weak language sabotages us, powerful language enables us to take control.

Many of us have hesitated to use powerful language for fear of seeming “pushy” or in the false belief that to be powerful we have to “act like men.” It is wrong, however, to believe that power and empathy are mutually exclusive or that powerful language is unwomanly. We don’t have to act like men to be strong—we can act like strong women. The language that leads to our success at work is not confrontational, arrogant, or belittling. It does not take power away from or exclude others. Instead, it strengthens us and our ability to transform the corporate culture into one of dignity and civility. Language is the tool with which we define ourselves, our colleagues, and our workplace. Transform language and we transform them all.

How exactly can you transform your language? Think about the things you do best. From whom did you learn them? You probably emulated role models: your mother, your favorite teachers, your best friends. The first step, then, in transforming your language is to find and copy the language of women and men who succeed. Fortunately, we have a rich and varied pantheon of mentors to look to for guidance in communicating clearly, effectively, and confidently. Our heroes stand as beacons guiding our way as we shed the language of weakness, insecurity, and fear and acquire the language of success, power, and courage. In this book the words of Amelia Earhart, Ruth Bader Ginsburg, Carla Hills, and others offer examples to emulate as you transform your language.

But perhaps the best teacher of how the power of language can transform is an unexpected one. Charlotte the spider, the beloved character in E. B. White’s classic Charlotte’s Web, stands as a perfect example of a strong female using powerful language. The wise little spider with the big heart understood the power of language to persuade, to create an image, and to change the course of events. With her web as a medium, Charlotte communicated messages that gained national attention and saved a friend’s life. As a model, she combines feminine strengths of wisdom and compassion with the determination and power to make a difference.

For those who read the story long ago, here’s a quick review. Charlotte’s Web opens as Mr. Arable, a farmer, heads out to the hog house, ax in hand, to “do away with” the runt in the new pig litter. Appalled, his daughter Fern determines to save the runt’s life by nurturing him back to health. She names him Wilbur, and he thrives in her care. However, Fern has only postponed Wilbur’s dark fate; he is destined to be pork chops. Then Wilbur meets the heroine of the tale, Charlotte, who befriends him and becomes his champion.

Charlotte saves Wilbur’s life by literally spinning a web of language. Each time he is destined for the butcher block, she spins a web praising him. In her first web, she writes SOME PIG. The words do more than create a sensation; they actually convince Mr. Arable that Wilbur is, indeed, some pig. Before weaving the second web, Charlotte calls a business meeting of the animals (some companies would call this an empowered work group); they brainstorm and, as a team, choose the word TERRIFIC, which also works. RADIANT follows, with equal success. Finally, though her own death is nearing, Charlotte spins her last word, HUMBLE, at the country fair. Wilbur wins the pig competition, and his life is saved. At the end of the story, Charlotte dies, but not before leaving behind her masterpiece, an egg sac with 514 spiders who will carry on her legacy.

Charlotte is a particularly resonant metaphor for those of us who seek to have our messages heard without resorting to overbearing tactics such as shouting down, or to ultimately ineffective tactics such as repetition, talking fast to cram ideas in before we’re interrupted, or waiting for a break that never comes in the conversation. Women who find their communications ignored, undermined, or misunderstood will find in Charlotte a model for communicating with clarity, potency, and empathy. Charlotte’s sentences, Charlotte’s efficiency, Charlotte’s skills, Charlotte’s vocabulary, and even Charlotte’s management style are models for our own as we learn to weave the language of power.

The Language of Weakness

This book emerged in response to seminars in which career women described their frustration at being unable to communicate effectively, to be taken seriously, or to deflect the verbal slights they encounter at work. They hadn’t learned the language of power, and their stories, related in the pages that follow, tell the sad tales of how weak language fails them in the workplace. As you read these true stories, you’ll recognize problems just like your own. Each story is followed by a reference to the chapters in this book that will help prevent, resolve, or confront similar issues in your workplace. Although the women’s names have often been changed, each story is true and in the words of the woman who told it. Some have been edited for clarity and to ensure privacy.

WORDS THAT WEAKEN YOUR MESSAGE

When asked why she took a woman language workshop, Cheri Goldson said hesitantly, “I think the reason I came here is because I think I’ve heard women who I think sound right. I would like to have that skill…” Goldson’s words and the way they were delivered offer classic examples of the weak language that plagues women’s communications. Weak language that undermines your messages comes in many forms, from phrasing that deflects the issue from the subject at hand to you the speaker, to the habit of prefacing sentences with I think or I feel, which undermine your credibility. You may have encountered some of the problems of weak language described next. Indeed, the first edition of this book brought letters, phone calls, and e-mails from all over the world, from women who saw themselves in the stories told here.

Psychobabble

The setting was a professional planning meeting at a great university; the men and women were leaders in education. Here are some of the women’s words: “It’s my feeling that I think we want…”; “It feels like that’s the way it should go for me”; and “That feels good.”

Describing events or issues in terms of “feelings” substitutes “psychobabble” for clear thought. As one leader said, “This is a business, not a group home.” If you want to learn how to focus language and attention on issues rather than on feelings, read Chapters 2 and 3.

Generous words that fail to establish authority

Francine Adams knew she’d have trouble establishing her authority. The new vice president, she was younger than any of the men she had to lead. To build their egos, she said, “I don’t know as much as you do about this…”

Building others’ confidence at the cost of your own credibility fails as a leadership technique. To find successful leadership techniques, read Chapter 13.

Mean words that fail to establish authority

A new leader called to ask if I could help. She said, “People tell me I’m intimidating.” Although she didn’t look intimidating, her memos included such terms as, “I expect you to…”

I statements fail us when we lead and when we follow. To see why and learn alternate ways to lead with language, see Chapters 2 and 3.

Orders no one follows

Renee Whitcomb was promoted to a job in which she managed six workers who rarely found time to do the work she asked them to do. One day, under pressure to get a job done by noon, she asked one of the workers, “Could you get this done by noon today?” The worker replied that she could not.

If people don’t follow your orders, read Chapters 2, 3, and 9.

I’m sorry, I’m sorry

Lida Sylvester is dean at a university. A powerful communicator in all other work situations, she says, “I turn to jelly when I negotiate my own contract with the boss.” She also observes that she apologizes too often. She even apologizes on the tennis court. Every time this powerful tennis player misses a shot, she says, “I’m sorry.” Her male tennis partners never do.

If you apologize too often, read Chapters 2 and 3.

Write like a wimp and you’re treated like a wimp

In its Spring 1993 issue, Harvard Business Review featured an article titled, “The Memo Every Woman Keeps in Her Desk.” Although the memo raises essential issues for women executives, it’s written in the language of weakness that pervades much of women’s writing.

To learn how to plan and write memos, critiques, and reports that work even when they’re negative read Chapters 3, 5, and 9.

WORDS THAT MAKE YOU INVISIBLE

Women often report that they’re ignored when they communicate. Weak language blocks our ability to command attention and project confidence and credibility at meetings and presentations. From reluctance to “interrupt” when someone else dominates a conversation or meeting, to allowing others to take credit for our ideas, to simply resigning ourselves to being ignored, we allow weak language to dictate our work success—or lack of it.

Shouting on deaf ears

Millicent Ruth edits books for a major publisher. She reports, “When no one listens to me, I turn up the volume. That doesn’t work. So I try talking faster and cram too much in. That doesn’t work either.” Adds Susan Whitmeier, “I find myself repeating myself—because I get no reaction.” And Cheri Blandings asks, “How can we command attention in a positive way and be listened to? A man at any level is listened to.” Sarah Channing notes, “I need an ability to gain credibility, to be heard the first time.”

To get people to listen and to gain credibility, read Chapters 3 and 6.

Your moment never comes

On NBC-TV’s The Today Show on December 14, 1992, Bryant Gumbel “interviewed” two participants at the Clinton economic summit: Paul Allaire, the CEO of Xerox and Mary Kelley, a board member of the National Federation of Independent Businesses. Here’s an overview of the script:



	Bryant Gumbel:
	Two of those who have been invited are Paul Allaire, the President of Xerox, and Mary Kelley, a board member of the National Federation of Independent Businesses. And both are in Little Rock. Good morning to both of you.



	Ms. Mary Kelley:
	Good morning.



	Mr.  Paul  Allaire:
	Good morning.



	Gumbel:
	XXX



	Allaire:
	XXX



	Gumbel:
	XXX



	Allaire:
	XXX



	Gumbel:
	XXX



	Allaire:
	XXX



	Gumbel:
	XXX



	Allaire:
	XXX



	Gumbel:
	XXX



	Allaire:
	XXX



	Gumbel:
	XXX



	Allaire:
	XXX



	Gumbel:
	Paul Allaire, Mary Kelley, you have a busy two days ahead of you, and we wish you well. Thank you very much.




To be sure you get your words in, read Chapter 6.

Overlooked…then copied

Marilyn McDavid manages administrative services for a midwestern computer firm. She’s usually the only woman at meetings. At one, she “came up with what I thought was a viable solution. No one listened. Then one of the men said the same thing and everyone said, ‘Yeah, yeah. I want to change that.’” Linda Williams, a product engineer, urged her group “to include pricing information in a presentation, but no one listened to me; when the boss came along and said the same thing, everyone agreed and included the information.”

To prevent or handle the common problem of others getting credit for your ideas, read Chapters 3, 6, and 7.

Meetings that fail

Whenever Laurita Simmons starts to speak at board meetings, one of the senior managers slams his pencil on the table and crosses his arms over his chest. Sue Bell tells of a vice president who talks to his table partner when she presents. Janet Morrell is constantly interrupted by an “enemy” in her software development group.

To learn how to control meetings and run them civilly, read Chapters 6 and 13.

WORDS THAT DESTROY CONFIDENCE

Weak language makes us invisible not just to others but to ourselves. Experiencing the “invisible woman” syndrome damages self-confidence at work, creating a vicious circle that silences our voices and destroys our effectiveness. Women from reception desks to board rooms have grappled with this disabilitating aspect of weak language.

Hurt by her hedges

Diane Threlkeldt is manager of quality training at a manufacturing firm. She makes presentations to the company president and vice presidents in order to earn their commitment to her agenda. She notes, “I would like to appear more comfortable than I am. I would like for my hands not to shake. I feel I need to speak effectively and persuasively in my role as change agent. I find in general that people in my division…have abysmal interactive skills. They’ll get up and leave the room when I’m trying to present.…”

If your hands shake, your anxiety shows, and your audience disappears when you speak to the hierarchy, read Chapter 6, Stand Up and Speak Like a Woman. If, like Diane, you hedge with terms such as “I would like to…,” and “I feel I need…,” and “I’m only a secretary, but…,” read Chapters 2 and 3.

Low self-confidence sidetracks me

Sharon Brown has worked in a human resources department for 13 years, yet she still seeks to “gain self-confidence when I speak to people. I get real nervous and lose my train of thought.”

If you lack self-confidence, get nervous, and lose your train of thought when meeting with a group, read Chapter 6.

Trouble in the corner office

Betty Spitale manages worldwide data processing for a Fortune 500 corporation. Even she is not immune from the language of weakness. She describes how “…sometimes a light shines on you—other times you feel like a babbling idiot.” And Diane Peters, who manages quality for a dictatorial male-dominated organization, observes that she tends to use “apologetic language and back down when challenged” so she hopes to “regain self-confidence.” Chris Tanner’s experiences under a negative boss have led her to “become a tongue-tied wimp,” a “total jerk.”

To grow your management skills and become “She Who Must Be Obeyed,” read Chapter 3.

READING AS A POWER TOOL

Mastering the power of language demands that professionals master all forms of communication, including reading. Efficient reading is more than just a way to manage information and grapple with pertinent issues: it’s a vital orb in your web of communications. Effective reading skills translate into effective communication when you interact with others in any forum.

Overwhelmed by reading

Dr. Sylvia Ortiz was applying for a top-level job in a new field. She had six weeks to master the subject matter in 50 books, 300 articles, and thousands of Web references. She had to “be able to distill what’s relevant and synthesize it with the requirements of the new position.” Doris Kain is vice president for communications for a six-hundred-million-dollar corporation. She reports that she returned from a six-day business trip and “found three hundred e-mails as well as piles of mail waiting to be read. I must read and master two newspapers a day, six to ten magazines a week, plus a barrage of e-mail. I don’t even get to read The Wall Street Journal.” Sue McAlpin, another executive stunned by the size of her electronic reading load, complains that most of the books she read when growing up were novels in which the girl gets the guy. Now that she must tackle Fortune and six dozen Web sites critically, she requires different mental tools.

To acquire reading as a tool of power, read Chapter 10.

PUT AN END TO PREDATORY LANGUAGE

Women are sometimes the target of misused or predatory language in the workplace that damages our confidence and our ability to do our jobs. Horror stories about the misuse of language abound, from the CEO who tells dirty jokes at a business conference to employee evaluations that stress a woman’s attractiveness, to being called my gal, darling, honey, or much worse. The examples of inappropriate and harmful workplace language that follow can be effectively addressed with the language of success.

Diminutive names

Ruth Henderson, a national sales manager says, “When will men learn that my name is Ruth, not Ruthie or Honey?”

Kathleen McGlynn is constantly called Kathy; she responds, “My name is Kathleen.”

Name-calling, slurs, and put-downs

Mary Ann Duarte does high-level systems analysis in an all-male group. She’s often the target of subtle slurs from her male associates. Some of the men call her a “tough broad.”

Marguerite Rojas works in personnel at an engineering firm. When managers found that the company hired few women, they met to review their strategies. One of the managers said, “What you’re saying is that we just need to hire more babes.”

Dolores Green was about to order new equipment on which to move the work stations. One of the men said, “We don’t need equipment, because she’s our dolly.”

If women at your company are called babes, hags, cuties, and other unsuitable names and you seek ways to respond to slurs, slights, insults, and inappropriate labels, read Chapters 3, 4, and 14.

Cruelty, harassment, and incivility

Veronica Bailey was receiving praise at the celebration of her fifth anniversary on the job. The speaker glowingly described the woman’s “excellent set of credentials.” Several audience members laughed aloud and gazed at the woman’s large bust. Sally Carruthers can’t bear the constant, mocking use of foul language in the office. Publishers Weekly prints this sidebar story: “A female editor is often ‘good-naturedly’ referred to by the president of her publishing company as ‘the resident bitch goddess,’ especially in editorial meetings where she is outnumbered by male colleagues.”

For ways to combat cruelty, harassment, and incivility and foster a civil and kind workplace, read Chapters 13 and 14.

Women’s work demeaned

Executive women too often stand at the edge of the “old boys’ network.” Vendors and customers assume that the woman is someone’s underling and hint that the real deals are made by the “boss,” even though she’s sitting right there. Women in leadership jobs report that phone callers assume they’re their own secretaries. Joann Reynolds describes her pet peeve: “When you speak to someone on the phone, they use your first name if you’re a woman, even if you’re in a senior position.”

Another woman told this story: The company had just been bought, and the incoming president flew to town to brief managers on global strategic plans. After a professional presentation in which he suggested that the women would participate fully in an exciting venture, the boss said, “Back to the phones, girls.”

Laura Smith, a corporate trainer, was delighted to receive her first invitation to a meeting of key executives. When she entered the room, the person who’d issued the invitation welcomed her and said, “I thought we needed to have somebody good-looking at our meeting.”

Judy Vidala, a personnel development representative at an insurance company, attended a professional communicators’ meeting in Las Vegas, at which a gift certificate winner’s name was to be selected. The winner’s name was drawn from a bowl by a showgirl “all dressed up in hardly anything.” The president of the association, a university professor, announced the winner, saying, “Dr. Tom Nelson, do you want the gift certificate or what drew it?” The meeting went downhill from there.

Eileen Pastorella, who writes parts documentation for service manuals, is the only woman in a group of 13 men. She says, “…I feel inferior because of the chauvinistic attitudes of the men. I can just watch their expressions and their gestures, like they have this doubt; I can see I’m going to get challenged. They don’t take me seriously. When I said something funny, one man looked at me and said, ‘Eileen, you’re a trip.’ I think that type of description is very worthless—it doesn’t belong in the workplace. It’s insulting.”

Advice that demeans

In my search for a good book on presentation skills, I bought a promising paperback titled How to Sell to a Group. Imagine my shock when I came across the following “advice” on how to dress: “A woman’s outfit can seriously detract from her success. The problem is biology. If your clothes stress la difference, your message is being diluted. Stress, adrenaline, and nervousness can cause one’s nipples to become hard and protrude—if for that reason only, a jacket is a best bet for any presentation. It eliminates this problem and, for women, diminishes the bustline.” The writer didn’t discuss portions of the male anatomy that “can become hard and protrude.”

SEEING YOURSELF IN A NEW LIGHT

Some women have trouble seeing themselves as powerful people. We have a lifetime of lessons teaching us to be modest and sensitive to other people’s feelings, and these ideas conflict with the image of power as arrogance and oppressiveness. However, we can rightly take pride in the valuable qualities of compassion and empathy without making ourselves weak in the process. In this book you will find examples of women being kind without being incompetent, strong without being insensitive, truthful about their accomplishments without being arrogant. Some of the women’s stories that follow illustrate the conflict between “how we were raised” and how to be effective at the office.

It was nothing

Betsy Ordway is studying for certification as a purchasing agent. She described her accomplishment to date this way: “I really don’t know whether I was just lucky or not, but I was the only woman and the only person who passed the preliminary test.”

Women also have learned to belittle themselves in order to get along with others. One woman said, “No matter how obnoxious they are, I try to get along with people. It’s part of the whole idea of niceness. I take special effort not to alienate someone, but I get taken advantage of.”

If you’ve acquired the “modesty” to attribute your accomplishments to luck, read Chapters 3 and 13.

I’m just a girl who cain’t say no

Kathy Lu was raised to be obedient and polite. She’s exploited by bosses and fellow employees because she doesn’t have ways of saying no without being rude or unpleasant. She aims to be “very much a lady while being strong as well.” The inability to say no leads to exploitation of secretaries, support staff, and professionals. It also mutes legitimate disagreement about ideas and projects.

To remain a lady while knowing how to say no, read Chapter 3.

Praise for the wrong attributes

Instead of being judged by standards of work quality or leadership, women find themselves judged on the basis of appearance. Lydia Ackerman thought she’d earned her manager’s support with the high quality of her work until he said, “You’re very personable. Your clothes fit you very nicely.” Sharon Bell was shocked to read these words on her employee evaluation: “Sharon always looks attractive in the office.” The evaluation neglected her superb word-processing and time-management skills. For ways to respond without making enemies, read Chapter 3.

Finding a balance

“I’m too aggressive,” Liz Hacker says. “My problem is that you have to prove yourself every time because you’re a woman. I guess the three things that I need are to be (1) persuasive, (2) diplomatic, (3) more mature. I want to be not so aggressive, to be assertive without turning people off.”

If you want to be assertive without looking too aggressive, read Chapters 3 and 6.

Acquiring the Language of Success: What You Can Learn from Successful Women

All the problems described in this chapter can be resolved or reduced through powerful language. But these stories don’t represent the whole picture. Many successful women know how to use the language of power and are doing so in our businesses, our government, our media, and, very likely, in your own workplace. The following chapters contain the lessons from Charlotte along with true words of inspiration from women like Amelia Earhart and Orit Gadiesh. These women inspire for their courage, compassion, and ability; think of them as your mentors as you grow more accomplished in the language of success.

Amelia Earhart shares the mythic status of Charlotte, yet she was a real, practical woman who insisted on the right to aim for the stars. Four decades before the women’s movement, she demanded education that would equip women to do technical as well as domestic work. She modeled courage and confidence in the face of enormous dangers and powerful opposition. She was more than a great aviator: she was a successful business woman, a pioneering teacher, and, like Charlotte, a good writer. Last Flight, the diary of her final expedition, tells the story of her ill-fated flight around the world and ends just before her plane was lost. As you progress through this book, you’ll read her words and see how to model your language after hers.

Supreme Court Justice Ruth Bader Ginsburg is another real hero, one who’s very much alive. She’s an attorney who rose to one of the highest positions in the country, and she did so with her powerful mind and her powerful language. Her statement before the Senate prior to her confirmation models powerful spoken language. You can copy her sentences, forms, and word choices.

Two additional models inhabit our contemporary business world.
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