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Wendy Jago has a varied and extensive experience of helping people manage their mammoths. This includes teaching at Sussex and Brighton
         Universities (academic mammoths), in-service education and mid-life retraining (identity, interpersonal and life-balance mammoths),
         psychotherapy (including childhood, relationship-based, habit-related, traumatic and performance mammoths), executive coaching
         in international companies, both private and public sector (managerial mammoths), riding and dressage judging (communication
         and competition mammoths). And of course she has plenty of personal and domestic mammoths of her own.
      

      She has co-written five seminal books about Neuro-Linguistic Programming (NLP), including the best-selling The NLP Coach. Her most recent book, The NLP Brain Builder, has already been translated into several languages. As a rider and dressage judge, she pioneered the application of NLP
         to the complex field of communication in rider–horse partnerships. She now divides her time between coaching and writing.
      

      For more information about Wendy and her work, go to www.pivotalcoaching.co.uk, or for specific enquiries about personal or
         organisational coaching, contact her directly through wendy@pivotalcoaching.co.uk.
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      Contents

      About the Author

      Also by Wendy Jago


      Copyright

      Dedication

      
      
      Introduction

      
      

      
      Section One: Know Your Mammoth

      
      1  First Spot Your Mammoth

      
      2  What Stops You Managing It?

      
      3  What Kind of Mammoth-tamer Are You?

      
      4  Sure and Simple Strategies for Mammoth-managers

      
      Section Two: Cutting Mammoths Down to Size

      
      5  Beyond Choredom

      
      6  Complex Mammoths

      
      7  The Burden of Obligation

      
      8  Historical Mammoths

      
      Section Three: Building Up to Mammoth Achievements

      
      9  Can a Leopard Change Its Spots?

      
      10  Bite-sizing Backwards – Your Personal Path to Achievement

      
      11  Reshaping Yourself

      
      Section Four: Finishing Touches

      
      12  Optimum Times, Optimum Timing

      
      13  Twenty-minute Miracles

      
      Acknowledgments

      
      Further Explorations


      Index

      
      The NLP Coach

      
      Your Inner Coach

      
      The Coaching Bible

      
      The NLP Brain Builder

      
   



      Introduction

      You thought that mammoths were extinct? Forget it! We all have at least one or two in our lives; and they can be overwhelming,
         if we don’t have ways of managing them. But take comfort – because this book is your own personal pocket guide to mammoth-managing.
      

      Mammoths are everywhere!

      
      There are many different kinds of mammoth and they manifest in all areas of our lives. Here are some common ones.

      
      • A task or chore that needs doing

      
      • A dream that hasn’t been realised

      
      • Sorting through possessions

      
      • An obligation or debt that needs discharging

      
      • A wrong that rankles

      
      • An ambition that hasn’t been achieved

      
      • A job you ‘haven’t time for’

      
      
      • A habit that’s difficult to break

      
      • Creating a plan or strategy for the future.

      
      You will almost certainly recognise many of these mammoths. Are you giving them any house-room, head-room or heart-room?

      
      Your mammoth

      
      Mammoths can be practical or intellectual, tangible or intangible, and virtually all of them will seem even larger than they
         actually are because they involve your feelings and beliefs. The more vital these are to you, the bigger your mammoth will
         seem.
      

      
      As the strategies of mammoth-managing are essentially the same whatever kind of mammoth you’re dealing with, I’m going to
         refer throughout the book to ‘your mammoth’, rather than specifying the type of mammoth it may be. You will know if what you
         are dealing with is a task, a plan, a chore or an obligation, and that’s what matters.
      

      
      Mammoths make us feel out of control

      
      Just like their hairy predecessors, mammoths can make us feel puny and inadequate. But, as I’ve discovered over many years
         of helping people with their mammoth issues at work and at home, the way you perceive your mammoth is the key. Something that’s
         a mammoth to you may seem quite small and harmless to someone else – and vice versa.
      

      
      
      The seventeenth-century Royalist poet Richard Lovelace wrote:

      
      

         Stone walls do not a prison make

         Nor iron bars a cage.

      



      
      Though his body was imprisoned, Lovelace knew that his mind was what determined how he felt. And the same goes for mammoths.
      

      
      Many years ago, I saw a cartoon showing a cavewoman standing by the body of a mammoth. She was saying to herself, ‘And the
         week after that, mammoth stew … and the month after that, mammoth soup …’ She wasn’t fazed by her mammoth, because she knew
         she could cut it down to size, bit by bit. (She could also make something nourishing and tasty out of it, and that’s another
         interesting implication: once tamed, mammoths can have surprisingly beneficial outcomes.)
      

      
      Mammoths don’t have to be scary monsters, if you know the right way to deal with them. And there’s a lot in this book about
         just that – how your mammoth is framed in your mind and how it can be reframed to make it more approachable.
      

      
      The message of this book is straightforward and reassuring: mammoths can be managed. And once you’ve got your thinking sorted, the practical way to get your mammoth under control is the same one the cavewoman
         used: breaking it into chunks. Or, as I prefer to think of them, bite-sized pieces.
      

      
      
      Bite-sizing and NLP

      
      Chunking is a concept that comes from a very practical body of knowledge known as Neuro-Linguistic Programming (NLP), and
         it describes the process of breaking large things down into smaller components, or building up small components in order to
         create something large. When I’m coaching and teaching, I tend to use the NLP phrases ‘chunking up’ and ‘chunking down’ to
         refer to things like eating away at a big problem small mouthful by small mouthful or building incrementally up to a big achievement.
         I use the phrase ‘bite-sizing’ when I’m referring to working out what is the right-sized chunk for you, as an individual, to work with. You may naturally be more comfortable with small chunks, or alternatively,
         with larger ones. Bite-sizing is the art of getting the right-sized chunks and that’s the key to success when you’re dealing
         with mammoths.
      

      

      How NLP came about

      
      NLP was developed in America in the 1970s as a result of studying in great detail how very effective therapists went about
         their work. (For more information, see ‘Explore NLP’ in the Further Explorations section, p. 221.) Though they began by studying
         people working in a particular field, the NLP researchers and developers soon realised that their discoveries about excellence
         applied to any and every profession or activity. They found that excellence depended not just on what outstanding practitioners did, but also on how they thought and communicated with others and within themselves. From their study, the developers isolated many underlying processes, strategies and sequences
         which have successfully been applied to help people cultivate excellence in many fields such as education, the performance
         arts and business and, indeed, all forms of communication. NLP’s findings are about how thinking and behaviour actually happen, rather than what issue or topic they are concerned with, so it can be applied in all walks of life. NLP isn’t theoretical: you don’t have
         to start at the beginning or attempt to learn it all. You can use just a bit of it – such as bite-sizing or chunking.
      

      
      NLP concepts and strategies are drawn from what works at deep, not surface levels. The surface detail of work and home will
         be different, of course, but the principles and the underlying structures are the same – just as the structure of the human
         body is the same across race, age and culture. That’s how fundamental NLP is. It gives us a working map of brainwork.
      


      
      How chunking can help you

      
      Chunking can become an indispensable tool for improving your life.

      
      You may have picked up this book in the hope that it will help you with a mammoth at work. Chunking can help you with planning,
         presenting, projects, people and performance. Or you may have reached for it as a potential ally in mammoth struggles in your personal life. Chunking can help
         there too. And my bite-sizing strategies can help you refine your chunking even further.
      

      
      As you read on, you’ll find examples from both the work and private lives of my clients. Do examples have to match your situation
         in order to help you? No, they don’t. You can get really useful information for a work mammoth from reading about someone
         else’s home mammoth (and vice versa) because the processes that underlie each are the same: how you think, what you do, how
         you feel – and how each of these interconnects with and affects the others. And for exactly the same reason, the chunking
         and bite-sizing strategies I explore in this book apply to each and every kind of mammoth you might face, whatever its nature
         and context.
      

      
      How will this book help you?

      
      This book is itself an example of chunking down. It breaks the seemingly massive task of managing mammoths down into do-able
         processes.
      

      
      • Section One helps you identify the kind of mammoth you are personally dealing with, pinpoint exactly what’s been preventing you from managing it up till now and understand your own characteristic ways of going about things
         and use them to your best advantage. It also takes you through a checklist of what every mammoth-manager needs to know.
      

      
      
      • Section Two looks at some common mammoths that are best tamed by a chunking-down approach: doing those chores, finding your
         way through big tasks and complex problems, freeing yourself from the weight of obligations and laying to rest mammoths left
         over from the past.
      

      
      • Section Three takes a chunking-up approach to building new or better habits, realising dreams and achievements and creating
         the you that you’d prefer to be.
      

      
      • Section Four adds the icing to the cake. Every strategy can be used more or less effectively – so how much more can you
         achieve when you make full use of both your peak-energy times and your natural times for rest, healing and reflection?
      

      
      The book ends with a reminder that achieving all of this needn’t take mammoth amounts of time or energy: even scraps of available
         time used well are enough to provide the leverage needed to achieve what I call ‘twenty-minute miracles’.
      

      
      My background and experience

      
      One of the great delights of a long and varied career is that I’ve been able to work with and learn from a huge variety of
         different people on wide-ranging issues.
      

      
      My early career as an administrator gave me real insight into the challenges faced by middle managers in large organisations.
         More recently, coaching senior managers in business and in the public sector showed me how important it is to understand the way organisations work, how teams and hierarchies
         operate and what qualities are needed to communicate with others effectively and influence them with integrity.
      

      
      In my years as a trainer of teachers and psychotherapists, I learned the importance of identifying the ‘building blocks’ of
         understanding and the ‘stepping stones’ that enable people to make reliable progress in learning and achieving. Running my
         own psychotherapy practice for nearly twenty years after that enabled me to appreciate the vulnerabilities hidden in even
         the most successful and senior people, as well as the anguish and conflict that ordinary, everyday life with families and
         friends can bring. In particular, the understanding of unconscious processes of learning, mind–body interaction and natural
         healing gained through working with hypnotic and other specialised ‘altered’ states of consciousness has allowed me to appreciate
         and marvel at the extent to which important personal changes can happen when people learn to listen to themselves and work
         according to their own rhythms and qualities.
      

      
      This book draws on this invaluable range of experiences to offer you practical, yet transformational, strategies for getting
         things done, making things happen and moving things forward. Perhaps most significantly, it distils the secrets of self-management
         which underlie the eventual taming of all mammoths, however daunting they may at first appear to be. And, in the course of
         it, I’m going to challenge some common and debilitating assumptions by showing you that managing mammoth issues, facing mammoth challenges and creating mammoth achievements need not be a mammoth task, involve great difficulty or take up huge
         amounts of effort and time.
      

      
      How to use this book

      
      This is a guide book: it provides important information to help you find your way around the territory that is you. You needn’t
         read it through from beginning to end, but you’ll certainly find it helpful to read Section One (which sets the scene for
         taming all types of mammoth) and Section Four (which will help you discover how you can become even more subtle and effective
         by working with your natural energy flow and using small windows of opportunity to bring about miracles of change). Sections
         Two and Three are focused on applying the key mammoth-taming strategies to commonly occurring mammoths and allow you to get
         straight to work on the specific mammoth that’s troubling you.
      

      
      To get the best from the book, you’ll need not only to read the relevant exercises, but also to do them. You’ll have to take
         a good, honest look at yourself, and you may have to accept that from time to time you have contributed to keeping your mammoth
         alive, even if you didn’t create it in the first place. That’s only human.
      

      
      There is no catch-all ‘recipe’ for tidiness, efficiency, people-management or effective communication, but what this book
         will do is help you to expose the processes through which, if you choose to apply them, you can achieve any or all of these.
      

      
      Happy mammoth-taming!
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      SECTION ONE

      Know Your Mammoth
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      1

      
      First Spot Your Mammoth

      
      Something that’s a huge task or burden to you may be a straightforward chore to someone else or a breeze to someone else again.
         Sometimes, it can help to know that not everyone experiences it as you do – but not if that makes you feel even more inadequate.
         It’s important that you respect your own perceptions: for you, it’s a genuine mammoth. It’s your feelings about it and your sense of the difficulty it poses for you that give you the scale you need to work with. And it is you who have to confront
         it.
      

      
      Mammoths disempower us. It’s not just their size. There are practical questions to consider, like: how and where do you start
         to approach and manage them? Which bit of your mammoth issue do you first grab at to make a start? Which bit threatens you
         most? How difficult will it be to bring the beast to heel? How much time and energy might it take? And there is another, often
         more hidden, question: what feelings does your mammoth arouse in you? What fears, hopes and past experiences does it carry
         in its huge bulk?
      

      
      
      Common assumptions about managing mammoths

      
      Once you’ve acknowledged that your issue, challenge or goal is indeed a mammoth as far as you are concerned, and you’ve stopped
         feeling guilty about that, you’re in a position to whittle away some widely shared assumptions you may have about what managing
         mammoths involves. Assumptions aren’t facts, but there are some commonly held ones that often make mammoths seem bigger than
         they are. Challenging these can help you see your mammoth (task, challenge, ambition) more clearly and accurately. In itself,
         this is likely to start the process of cutting it down to size.
      

      
      

         The way we think about mammoths can make them seem larger (or smaller) than they really are.
         

      



      
      
      Myths about mammoths

      
      Myth: Managing a mammoth will be difficult and take a huge amount of energy.
      

      
      Fact: Mammoths can usually be managed with relatively small amounts of energy, if it’s judiciously applied. As Archimedes said,
         ‘Give me a lever and a place to stand and I can move the world.’
      

      
      
      Myth: The bigger the mammoth, the more difficult it will be to get it to come to heel, and the more time it will probably take.
      

      
      Fact: Feelings make up a large part of your mammoth: it gets a lot smaller once you’ve dealt with them.
      

      
      Myth: Mammoths are enemies.
      

      
      Fact: A mammoth is in itself neither hostile nor friendly.
      

      
      Once these extra layers of unhelpful assumptions have been stripped away, mammoths usually begin to shrink and seem less menacing.
         Now it’s time to have a closer look at yours.
      

      
      
      So just what kind of mammoth are you dealing with?

      
      Even if two mammoths look alike, they may be subtly – or even greatly – different. I’m going to follow the examples of two
         of my clients through this chapter as I tease out some important mammoth identification features you can be looking out for
         yourself.
      

      
      

         Ed and Lucy were health professionals, and on the face of it they had the same mammoth: writing up the case studies that were
            an essential part of their work.
         

         Ed had just one case study to write up as part of his qualifying exam. He spent hours thinking about the client, the possible
            choices of treatment he had considered, the philosophies that underpinned each of these and the way the client had responded when he actually got started. Somehow, he had to get all of this written up clearly,
            logically and professionally within a word limit that had, at first, seemed dauntingly large, but that began to feel impossibly
            short once he actually got going. His kitchen table was covered with books and papers, he had numerous false starts on his
            computer and the deadline was getting nearer and nearer. I’m never going to make it, he thought. And if I can’t make this bit, I won’t qualify, however good I may be at actually treating my patients.
         

         Lucy had been in practice for a number of years and had a busy case load, but no consistent secretarial or administrative
            support. Though she was good at the face-to-face client work, a lot of her time was taken up with arranging (and changing)
            appointments. Writing up her case notes was the bit that always seemed to get squeezed out, however good her intentions. She
            would often end up working into the evenings or weekends, and even though this extra time helped her to catch up a bit, the
            longer the interval between treating the client and writing the notes, the scrappier the result seemed to be. Her jottings
            were illegible or didn’t make sense when she tried to reread them later. Lucy began to lose faith in more than just her note-taking:
            how can I expect to be treated like a professional, if I can’t do this fundamental bit? she thought. I’m just a fraud.
         

      



      
      Were Ed and Lucy dealing with the same type of mammoth? Actually, they weren’t.

      
      
      Ed’s mammoth was a practical one: organising and presenting his material. What was there, and how could it be disciplined, ordered and presented? Lucy’s
         mammoth seemed to be practical – the lack of administrative support, the need to juggle time and focus, the way colleagues so easily derailed
         her with requests that seemed legitimate, all squeezing out the time for note-taking and writing up. But actually, her mammoth
         was one of emotion because her difficulties made her feel she was inadequate.
      

      
      Different issues require different strategies. Ed needed to chunk his mammoth (the finished case study) down into specific
         headings, so he could put them in order and work on them one by one. In order to bypass the logical, sequential way of thinking
         that was getting him stuck, I got him to brainstorm headings very quickly. It took him about twenty minutes to jot down what
         he should cover (including some ideas he hadn’t previously thought of), then about the same length of time to work out the
         order in which the points should be presented. After that, it took only a few hours to actually write it.
      

      
      Lucy needed strategies for rebuilding her self-confidence as a professional and for staying focused and managing her time
         more effectively. She also had to accept that asking for help wasn’t necessarily a sign of weakness. We worked on this over
         a period of time, as a result of which she started to feel more confident, arranged for some regular support for her admin
         and client work and built a new habit of keeping current notes up to date, while picking away at finalising old ones. Because
         her mammoth was complex and laden with emotion, she required a range of techniques to get it in order and keep it there. It
         was likely that Lucy would always prefer the face-to-face part of her work, but she learned that by vigilant self-monitoring and regular small attentions
         it could be kept in order. The practical strategy she needed was to look out for small here-and-now things she could do that
         would keep her mammoth under control. In addition, a new ‘thinking’ strategy which placed note-taking as an essential element
         of her professionalism changed her feelings about doing it and enabled her to get it done.
      

      
      
      Build a profile of your mammoth

      
      As these examples show, the ‘story’ of your mammoth – the detail of what it consists of and how it challenges you – is not
         enough in itself to help you identify it accurately or effectively manage it. You need to look for the processes it involves
         and the way it impacts on the structure of your life. It’s a bit like identifying birds: a relatively small number are instantly
         recognisable by their shape or colour, but many look pretty much alike. Learning to observe the details of structure and behaviour
         helps you compare individuals and identify them accurately. That’s how it is with mammoths too.
      

      
      

         The more you know about your own mammoth, the more effective you can be in finding the right strategies to deal with it.
         

      



      
      Here are some questions that will help you. Some people like to write their answers down, both as a record for now and as a benchmark for evaluating how they progress with taming their beast.
      

      
      1. Does your mammoth already exist and need completing or is it something that needs to be started and then achieved?

      
      The best way to finish something off once you’ve started it is by breaking (chunking) it down and finishing it bit by bit
         (Section Two shows you how to apply this technique to different kinds of commonly occurring mammoth). And the best way to
         achieve or attain something is by building up to it (chunking up), which is applied to different kinds of ambition in Section Three.
      

      
      2. Does your mammoth relate to the past, the present or the future?

      
      You can’t change what happened in the past (I call these ‘historical’ mammoths and there’s more about them in Chapter 8),
         but you can change how you think and feel about it. Current habits of action or emotion that originated in the past can either
         be dismantled piece by piece or deliberately supplanted by the creation of new and better habits. And things that haven’t
         happened yet – either ones you dread or ones you want to make happen – may be approached by chunking either up or down.
      

      
      3. Is your mammoth simple or complex?

      
      Even an apparently simple-task mammoth may have some hidden characteristics. For example, it turned out that Ed’s practical
         difficulties in planning and writing his case study (see pp. 7–8) were made greater by his perfectionist belief that he should include everything that might be relevant. We needed to hammer out what would be a ‘good-enough’ standard to
         aim for, and he needed to understand and accept that aiming for perfection can sometimes involve doing more than is actually
         required.
      

      
      4. Is your mammoth practical or emotional?

      
      Mammoths often carry hidden emotional freight. Unrecognised or buried feelings, fears and past experiences can be a large
         part of what’s causing your reluctance to get started on even simple, practical tasks. Something that on the surface seems
         eminently straightforward can get held up by what you unconsciously expect to happen as a result of doing it. These kinds
         of mammoths are explored in Chapter 2.
      

      
      5. Is your mammoth specific to one area of your life or several?

      
      Even if it seems pretty clear that your mammoth only occurs in one area, check this out by asking yourself whether it might
         also be occurring less obviously elsewhere. For example, your mammoth might be that you’re afraid of failing or ‘being found
         out’ as inadequate at work; but the chances are that this may also, to some degree, be affecting how you feel about yourself
         vis-à-vis the demands and expectations of family life and friendships.
      

      
      Practical mammoths can sometimes feature only in one area: for example, you might find it easy to focus on work-related tasks
         when you are working from home, but get distracted when you are actually at work. Or perhaps you find it easy to work in the
         company of colleagues, but get distracted when you are at home. By comparing and contrasting like this, you can often discover
         what NLP calls ‘the difference that makes the difference’ – which may be your starting place for managing your mammoth more effectively.
      

      
      Going back to Ed (see pp. 7–8), his perfectionist standards applied in every aspect of his life, and learning to ask himself
         what would be a ‘good-enough’ standard with regard to work turned out to be a useful filter for assessing other areas of his
         life and questioning what ‘good enough’ might mean – for example, in terms of his relationships, leisure activities and life
         goals.
      

      
      6. How does your mammoth hamper your ability to get on with your life and enjoy it?

      
      Answering this question will tell you
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