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Introduction
	107 Ways To Be A Better Professional: What Happens Next? is the second in this series. This short work focuses on insights to provide a road map for businesspeople to improve themselves, their work environments, and their relations with others within their community. This author hopes to be insightful in these ePubs in numerous ways. Those with this content will be introduced to critical points that should aid in them becoming better professionals. Only some will be able to grow fully with mentorship since the fast pace and ongoing bombardment of activity generally hinder most.
	Finding such assistance is generally a challenge that is out of the reach of the majority. If you are attempting to become the best possible business owner, leader, employer, and overall professional, this work aims to improve you in many ways. This guide gives you hope and a clear path to professional growth. Please remember that the most successful in any profession, industry, field, or occupation are approachable, personable, and generous. 
	Please print out this ePub and review it to the best of your ability. Consider how each suggestion could be incorporated into your daily professional practices as you read. For instance, if the suggestion is to 'listen actively to your employees, ‘ you could start by implementing regular feedback sessions. Put an X through any aspect of business that you are already acting upon. If you are not incorporating a suggestion, consider it carefully: 
	Can you include a variation, or is it simply not relative? 
	Keep this physical documentation until you have considered each aspect and determined how to utilize its contents.  As the reader, you are the best judge of how you want to appear to others, treat your employees and clients, brand your product, and use your time.
Suggested Practices
		1).  Everyone needs help starting or learning a new trade, craft, or subject￼[image: IMG_6807.JPG]
	Don’t be afraid to ask for it from those in the know.  Anyone willing to charge you for this information is the wrong person to have.  Ask when you need to, and find someone willing to mentor you.  Look to a .org or .edu, not a .com, whenever possible. 
2). Clip it together
	Keep physical and digital records, such as a detailed phone book or contact list. These [image: IMG_6838.JPG]documents can help you keep better track of important dates, providing you with a sense of security and control. Learn an effective means to organize and store them. Bills, fees, receipts, and notes for the day can become very valuable over time for forecasting. 
 
	3). Devices are critical to your long-term success 
	It is always suggested that you keep your personal and business devices separate. ￼[image: IMG_6826.JPG]This separation helps maintain a clear boundary between personal and professional life, enhances security, and ensures that business-related activities do not interfere with personal use. While this might not be possible for many reasons, you should try to accomplish this goal when funds permit.  
	Keep this in mind if you are using paid-for apps. These costs can be deducted from your taxes as a business expense. Be sure to budget accordingly for replacement items or annual fees.
4). Turn the page every day
	It would be best if you only spent so much time on a matter, issue, or concern.  
[image: IMG_6833.JPG][image: IMG_6833.JPG]	Focus on the basics first and then work on other concerns.
	Titling your digital records correctly, such as bills, complaints, filing costs, contact information, tax information, etc., will make them easy to find. You should also include the date whenever possible and the right keywords. 
 
	5). Find other professionals who offer an excellent price for what[image: IMG_6834.JPG] they do
	Takeout, handyperson, deliveries, ride services, and the like should be easy to access. Build relationships with each other so that the experience becomes more streamlined. For instance, you can partner with a local delivery service for your shipping needs or a nearby restaurant for catering services. Go local before you go global.
 
	6). Remember this rule: Everyone else needs to be paid before you do
	Utilities, insurance, internet, rent, supplies, gas, vehicles, repairs, loans, credit cards, [image: IMG_6815.JPG]etc. You are the next paid, and then your employee(s). Keep this in mind when you are budgeting.  If you cannot afford to hire employees, build your business so that you can.
	Start with a dependable virtual assistant and find someone you work well with.  There are usually third-party employment agencies with a pool of persons for you to use in the short term, so consider this a possible option. 
	7). Be your advocate￼[image: IMG_6818.JPG]
	Let others know what you can readily provide for them, and show some enthusiasm when doing so. A vibrant personality will work wonders for your client base, so consider what they want to hear and be able to accomplish your claims. If you are skilled in your craft, it will show in many different ways.  
 
8). Create multiple “Business Communication Forms.”
	Every business professional should have a letter of introduction stating what services, [image: IMG_6839.JPG]products, or goods they offer and why they should be retained long-term. A letterhead and a business card say a lot about you. Each should contain your business name, name and position, a physical address, a business phone number, and at least three other ways to contact you, such as social media.
 
9). Know how your business works and moves
	Should any step become cumbersome, consider how to save time and reduce labor.  Streamlining these steps can significantly benefit you since you only[image: IMG_6814.JPG] have so much time in your day. Know when and how to delegate, but do not overburden an employee needlessly. Learn and use the correct phone numbers, individuals, emails, and divisions among those who must be contacted to be efficient. 
 
10). Business Bandwidth
	Business Bandwidth refers to the capacity and resources dedicated to your business operations. An additional internet service should be used for business-related rather than personal uses. This expense can be overlooked in the short term, but you need to work towards funding this cost to remain as professional as possible. This is also why business lines, computers, printers, and other related devices exist. Each cost and fee relating to each,￼[image: IMG_6841.JPG]  including their purchases, can be deducted from your annual tax fillings and must be replaced regularly. Home-based businesses can also further claim the square footage of their workspace and related costs of rent/mortgage and associated needs to maintain said space, such as paint, repair, locks, keys, etc. 
	11). Keep a ledger￼[image: IMG_6828.JPG]
	A physical or digital ledger should be used for many different reasons.  In many cases, these are debts owed that need to be repaid by you or those you have provided something to. Although something was exchanged, no funds were paid out, but there is a good faith understanding that it will be within a given time frame. 
	Extend such a courtesy if your relationships ask for this, but don’t overdo it. 
	12). Don’t step on or be stepped on by others
[image: IMG_6832.JPG]	There will always be someone bigger with more funds and resources who does not like competition. You’ll know them when you see them. Be polite, pleasant, and professional.  Those who take these actions are easily identified and have a history of doing so.  
	It will catch up to them, so remember why you should keep physical and digital communications long-term.  Communicating with them is also advised since this shows that [image: IMG_6833.JPG]attempts were made to resolve any issues. Learn how to craft business replies.
	13). Be ready to answer any tricky questions knowledgeably
	A running FAQ is recommended to make clear and refined statements. If you maintain￼[image: pasted-image.tiff] a long-term digital presence, consider making it available online or in digital form to provide it as needed. This will grow, so remain current on new laws and general changes.  Include this link in communications, such as on your letterhead, whenever possible. [image: IMG_6834.JPG]
	14). Strive to be punctual
		Making and keeping appointments is an integral part of your reputation. Keeping others waiting or arriving late counts against you the longer a relationship goes on.  If someone arrives late, don’t mention it the first few times.  If￼[image: IMG_6810.JPG] anyone claims their time is more valuable than yours, you might consider breaking your ties to them.
	Over-pad your day by thirty to sixty minutes to account for unexpected occurrences. 
	15). Learn what cogs work in harmony with each other[image: IMG_6829.JPG]
	 Remember what works best for you; if it doesn’t, find a way to improve or try something new. You will learn what earns the best possible results, so keep this in mind to grow, improve, and profit from this information. Also, be aware of the long-term cost of not paying for a service versus the loss of time because of it. 
 
	16). Time management can be challenging
[image: IMG_6825.JPG]	Allocating enough time for your commute to work, concentrating on the essentials, and managing daily activities effectively are crucial. However, remember that your risk of burnout significantly increases if you don’t allow time to decompress. Plan downtime for yourself and your employees, and remain flexible as necessary. Once you identify the slower periods, you can take advantage of them.
 
	17). Quality time needs to be worked into your life
	Enjoying a good meal, experiencing live entertainment, indulging in a spa treatment, or participating in events with close friends can be excellent ways to bring stability[image: IMG_6820.JPG] to your life. Building self-worth is crucial for developing confidence, so invest in yourself to attract others professionally. This principle also applies to your hobbies and interests.
 
	18). Stand out in the crowd of other professionals.
To stand out in your profession, be tactical in your approach, dress stylishly, and engage in interesting conversations, especially about current events, with a touch of humor. Fitting the￼[image: IMG_6806.JPG] stereotype of your profession—through your appearance or behavior—can reinforce negative perceptions and ultimately work against you. In many cases, adopting a business casual style can help you gain better recognition.
	In short, "be yourself."
19). Networking and encircle yourself with like-minded professions
	￼[image: IMG_6805.JPG]Having a diverse group of peers, friends, and equals allows you to gain insights from others who have had similar experiences. By discussing your concerns with them, you can obtain valuable perspectives. Giving small gifts on their birthdays can help strengthen these relationships. Please make time to spend with them so your relationships can grow, benefiting everyone involved.
 
	20). If you are trying to find the right direction, why not go in multiple directions?  
Dividing your marketing budget, time, energy, and resources can lead to various opportunities that may yield better results than you initially expected. Sometimes, the￼[image: IMG_6837.JPG] expenses allocated to one strategy might produce disappointing outcomes, while another could exceed your expectations. It's essential to learn as you progress and discover what works best for you through trial and error. Additionally, logos, characters, and catchphrases hold significant value.
 
	21). Sometimes, your questions will far exceed your answers 
	Navigating online sales, marketing, and communications can be confusing, troublesome, and frustrating. However, once you learn the processes, they become more manageable.￼[image: IMG_6800.JPG] Dedicating time to analyze and use your data to improve demonstrates commitment. Hiring external talent can often be a waste of resources. Estimating the costs of hiring someone with the skills you need for a one-on-one engagement is essential. For instance, consider those focusing on code shortening but neglecting organic marketing strategies.
	22). Try to remain as neutral as possible
	Remember that innovation in the business and digital world evolves rapidly, so staying updated on current trends is essential. Just because you couldn't afford something in￼[image: IMG_6809.JPG] the past, such as giving raises to employees, doesn't mean it's off the table now. Take the time to evaluate how to address these issues by creating a realistic forecast. Budget for cost increases and rises in bills, benefits, salaries, and assets to stay ahead of the curve.
 
	23). Don’t be stressed due to multiple duties￼[image: IMG_6804.JPG]
Create a simple plan and assign realistic time frames for each project or activity. This approach helps you identify areas for improvement in your business. Additionally, delegate tasks to others, including outsourcing services like a CPA or delivery providers.
 
24). Don’t overly depend on one type or source of counsel  
One of your greatest assets is the insights you can gain from individuals in various￼[image: IMG_6803.JPG] professions, industries, and backgrounds. Different perspectives are essential for helping you achieve a more comprehensive understanding of the community you rely on. While building such a network can be time-consuming, the investment of time and effort is
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