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MILO SINDELL is a business consultant and co-founder of his own consulting company, Hit the Ground
Running. He consults with a number of Fortune 500 companies including Intel and Sun Microsystems. He
specializes in the areas of strategy development, change management, organizational design, strategy
implementation, knowledge management systems, employee development and employee integration.

THUY SINDELL is a leadership consultant and co-founder of Hit the Ground Running. She specializes in the
optimization of employee productivity and engagement. Dr. Sindell, a graduate of the California School of
Professional Psychology, has consulted with a wide variety of companies including Charles Schwab, Cisco
Systems, Gap, Hewlett-Packard, Ricoh Silicon Valley, Scios, Inc. (a Johnson & Johnson company), Silicon
Graphics Inc. (SGI), Sun Microsystems, University of California at Berkeley, Wells Fargo, and Yahoo!.

The Web site for this book is at www.hitthegroundrunning.com.

SUMMARIES.COM is a concentrated business information service. Every week, subscribers are e-mailed a
concise summary of a different business book. Each summary is about 8 pages long and contains the
stripped-down essential ideas from the entire book in a time-saving format. By investing less than one hour
per week in these summaries, subscribers gain a working knowledge of the top business titles. Subscriptions
are available on a monthly or yearly basis. Further information is available at www.summaries.com.
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MAIN IDEA

When you start at a new job, you have a 90-day window of opportunity to establish yourself and convince your employer you're the
right person to have on board. You have to establish that you're a star performer in the making by quickly deciphering the underlying
culture of the organization, making the right connections and delivering results.

As a new employee, there are five essential skills you need to demonstrate in order to maximize your future opportunities:

> a Goal Setting You need a clear idea what's expected of you.
| 2 e LNCAVEREREINEHISN You need to sync the pace you work at with everyone else.
Five Essential
Skills for New > e (NI ET [ [CRIVERETs SN You must understand who knows what so you don't reinvent the wheel.
> e Team Player You have to network so as to create collaborative internal efforts.
> e You must look and sound right to progress up the organization.

In the first 12 weeks of a new job, focus on doing something each week to build your competency and success in each of these skills.

Employees

The Five Essential Sink or Swim Skills. . . . . . . . . . . . . e e e e e e Page 2
Week 1 —Casethejoint . . . . . . . . . . . . L Page 3

Spend the first week acting like the “new kid on the block”. Figure out how the organization works, who calls
the shots and where the genuine power players are. Get the lay of the land so you can do things right.

Week2—-Getagrip . . . . . . . . . e Page 3

Learn how your job matters to the company. Define and get to understand how your work links in with your
team’s and company’s goals. Understand the details and implications of your job.

Week 3 — Start bucklingdown . . . . . . .. Page 4

By this stage you want to get started on your projects and confirm your progress with your supervisor. You
want to start producing results which will contribute in a meaningful way.

Week 4 — Immerse yourself in your projects . . . . . . . . . . . Page 4

By the time you’ve beenin your new job for a month, you should be fully engaged in your assigned projects.
Before you get too set in your ways, however, stop and check you’re working towards long-term success
and not a mirage.

Week 5 — Getatop-downview . . . . . . . . . .. Page 5

Now it's time to decipher how things get accomplished informally. Decode what really happens in your
workplace, and apply those observations to what you need to get done. Start dialing in more precisely on
the corporate culture.

Week 6 —Ignite yourstar . . . . . . . . . . Page 5

Start to focus on the unique skills, knowledge and abilities you contribute to your job. Zero in on what you
have to offer and decide now what you want to be known for.

Week 7 —Let’'sdolunch. . . . . . . . . Page 6

In this week, you need to review how successful you've been at building your personal network. Take time
to make certain you’re on track to developing a strong network of work associates.

Week 8 —Set some stretchgoals . . . . . . . . . . . . Page 6

Direct your attention to the future. Decide what you need to accomplish in the next six months in order to
become a star. Scan your work environment for the best opportunities and then position yourself internally
in those areas.

Week 9 — Check your progress thus far . . . . . . . . . . . . . . . .. Page 7

You’ve been on the job for two months now. Review what you've achieved thus far, identify what you can
do better and make any needed tweaks. Build a solid foundation for the future.

Week 10 — Time forarealitycheck . . . . . . . . . . . . . . Page 7

Look afresh at your workplace now you know the lay of the land better. Decide what you need to do
differently to move forward into the future with confidence and assurance.

Week 11 — Celebrate your early victories. . . . . . . . . . . . . . Page 8

Once again identify what you have improved since starting work and then look at the opportunities which lie
ahead. Find the areas where you still need to polish up your skills.

Week 12 — Set your long-termwork goals . . . . . . . . . . . ... Page 8

Set your sights firmly on the future. Decide where you want to be a year from now and set direction. Focus
on continuing to enhance and fine-tune your hard-earned skills.
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By reading summaries, you'll get the key ideas in
30 mins, so you can spend more time turning your
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Knowledge is Power — Invest in Your Future

For just $2 per week, you will...

> Learn from the mistakes and success of the smartest people in business;

> Get fresh ideas, strategies & motivation that could be worth millions to you;

> Follow emerging trends, so you can catch the wave before your competitors do;
> Catch up on the classics you always wanted to read.
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