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ARE YOU SITTING COMFORTABLY? 
Then we’ll begin 
 

What do you want to be able to do?   

Manage change easily?  Sell more?  Be a better leader?  Be more productive?  Work better as a 
team?  Beat procrastination?      

Whatever you want to achieve, all the training and knowledge in the world won’t help you unless… 
you have your mind set to think like an achiever, and that means being able to carry on towards 
your goal no matter what life throws at you. 

Many of us can have challenges keeping motivated, focussed and on track when working on our 
own, here are a few ideas that have helped me over the years and I hope that they will help you too.  
 
BUT FIRST… 
 
Let’s lay down some ground rules. 
 
The foundation of success (whatever our definition of success is) is to take responsibility for our 
choices and actions.  Whatever happens in our lives we are responsible for it.  Whether we succeed 
or achieve a result that we don’t want it is our responsibility.  Why?  Because we are always in a 
place of choice and any choices we make will have consequences whether we like those 
consequences or not. 
 
Granted there will be some events that we experience that we will have no control over.  In those 
circumstances we are responsible for how we react to that situation and for the choices we make. 
 
If you make a choice and it doesn’t lead to the result you want, do your best not to beat yourself up.  
Providing, that is, you can honestly say you did the best you could with the resources you had at the 
time. 
 
Remember there isn’t a single person on this planet who hasn’t at some point had an issue or 
challenge of some sort.  It may be financial, health, relationships or any number of things and it 
might not be just in one particular area but several areas at the same time. 
 
For me resilience is the capacity to recover quickly from difficulties and the ability to have peace of 
mind under stressful situations.   
 
So here are 7 ways to help you supercharge your resilience, focus and success… enjoy.  
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REV 1  
The importance of celebrating small wins 
 
 
An issue many of us have is not acknowledging 
the successes we have; we just focus on the 
issues, challenges and problems.   
 
I wonder if you can identify with this simplified 
scenario.  You have a problem to solve, you solve 
it and straight away you go on to the next 
challenge, you sort that and you go on to the 
next one, and so on.  The fact that we’ve 
sorted/solved a problem/issue/challenge is surely 
classed as a success, no matter how small, and 
yet, we don’t acknowledge it.  
 
If we are not careful we forget about the fact 
that we’ve achieved a success or done 
something well because we’re focussing on the 
problems/issues/challenges.  If we ONLY focus 
on the problems/issues/challenges without at 
least acknowledging the successes, we can fall 
in to the trap of thinking that our lives are only 
full of problems/issues/challenges, and that can 
erode our resilience and lower morale.  In 
extreme cases this can lead to depression. 
 
Somehow we need to celebrate or at least 
acknowledge the successes and wins no matter 
how small.  You’ll have to work out your own way 
of doing it but here are a few ideas to get you 
started. 
 
SUCCESS IN A JAR   
 
A friend of mine has a large glass jar on her 
office desk, any container will do as long as you 
can see the contents in it.  She bought some 
small stone chips from the garden centre.  At 
the end of the working day just before she goes 
home from work, she reflects on the day and 
thinks of her achievements.  For every 
achievement she puts a stone chip in the jar.  As 
the days and weeks go by she sees the jar filling 
up and it reminds her of the successes she’s had.  
More importantly it reminds her that she’s doing 
a good job. 
 
SUCCESS JOURNAL 
 
Another friend of mine has a journal, a simple 
notebook.  Just before he goes to bed he reflects 
  

 
 
 
 
 
 
 
 
 
 
 

 
on the day.  He writes down about half a dozen 
successes or things that he did well.  He reflects 
on those things and chooses his success of the 
day.  At the end of the week he reflects on each 
success of the day and chooses his success of 
the week.  At the end of the month he reflects 
on each success of the week and chooses his 
success of the month.  He does the same at the 
end of the year. 
 
Whenever he’s feeling a little down there’s a 
recorded list of his successes to remind him of 
the good things he’s done. 
 
SUCCESS PILLOW SELF-TALK 
 
My personal preference is the easiest method.  
When I go to bed at night, as my head hits the 
pillow, I reflect on the day and focus on what 
went well.  A conversation to myself might go 
along the following lines: ‘That conversation 
went well, well done.  That situation you had to 
deal with, I know you didn’t get the outcome 
you wanted but under the circumstances you 
did a good job there, good on you.  The way you 
helped your friend this morning was brilliant, 
great job John.’   
 
This is not about showing off, it’s not about 
arrogance, it is about acknowledging what we 
are doing well. 
 
Why do this?  Because it reminds us that we are 
doing a good job and that we are talented.  It 
puts our lives into perspective and, more 
importantly, helps build resilience and raise 
morale.    
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REV 2  
Recognising a belief that isn’t serving you 
 
 
This is a guide:  If you want to carry out an action 
or task, if that action or task is of benefit to you, if 
it’s not illegal and you’re not going to get hurt 
but you catch yourself physically hesitating in 
carrying out that action or task, or you’re talking 
yourself out of it, then there’s a good chance you 
have a belief that’s not serving you.   
 
For example, let’s say you work in a place that is 
open plan, there are no private offices and your 
work areas are partitioned.  You are trying to get 
on with some work and someone near-by is on 
the phone, speaking rather loudly.  You might 
hesitate in asking them to lower their voice.   
 
What’s wrong with approaching them and 
pointing out what they’re doing?  Nothing!  We 
are just afraid we might offend them or. More to 
the point, we are actually afraid of the 
consequences of them being offended.  So this 
is the situation, if they stopped speaking so 
loudly that would be of benefit to us.  Making 
someone aware of what they’re doing is not 
illegal or life threatening, but we make up 
reasons and excuses not to do it so there’s a 
good chance there is a belief that isn’t serving us.    
 
Usually the beliefs that don’t serve us are based 
on fear and fear comes in many guises.  The 
biggest fears in our everyday working lives are 
the fear of rejection and the fear of failure.  Fear 
is usually an illusion, unless you’re faced with an 
angry snarling dog or a life-threatening situation 
THEN you have something to be fearful of. 
 
If there is some physical danger or someone can 
get hurt (or you could end up breaking the law, 
not a physical danger granted but wearing 
prison clothes may not be the fashion statement 
you want to make J) then there is something to 
be fearful of, so don’t do it.  Any other time give 
it a go, you might have to do a little preparation 
but... JUST DO IT!!!   
 
Two simple ways to approach this situation  
 
Give yourself a few minutes to psych yourself up 
and then take the action you believe you need 
to take. 
 

Think back to the times you’ve been faced with 
a task you didn’t want to do or was dreading to 
do, such as filling in your tax return or talking to 
the boss (possibly asking for a raise).  Did you put 
it off?  I know I have.  Then came the point when 
you felt that you had no option but to do it and 
when you did finally carry out the task it was ok.  
I bet you were often delighted afterwards with 
the results and wondered why you put it off for 
so long. 
 
Another method is to draw a vertical line down 
the middle of an A4 sheet of paper.  On the left 
hand side list all the benefits of completing the 
action, remember to list the rewards you’ll get.  
On the right hand side list all the consequences 
of not completing the action.  Be as emotive as 
you can, write down how you’ll feel when you 
get the reward or when you have to face the 
consequences of not taking the action. 
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REV 3  
Managing the fear of change 
 
 
I’ve noticed that when it comes to managing 
change a helpful ploy is to remind ourselves of 
our past successes and the talents we have.  We 
often forget just how good we are at managing 
change, we forget because of the way our brains 
are wired.  
 
There’s a part of the brain called the amygdala, 
also called the reptilian brain, which controls all 
our automatic functions like the heart beating 
and breathing.  In general, no one gets in the 
morning thinking, ‘There’s something I should 
be doing right now, what is it?  Oh yes… 
BREATHE, I must remember to breathe’, it just 
happens and that’s thanks to the Amygdala.  
Also, in that part of the brain is our instinct for 
survival and survival is our prime directive.  And, 
to survive, it’s far better to be hesitant and 
cautious than it is to be bold and brave.  Unless 
we overcome our thinking in some way our 
default is to be hesitant and cautious.  
 
That’s what happens when we experience 
change in our lives.  We tend to see change as a 
threat because dealing with change usually 
means dealing with the unknown, which we fear 
because we think we ‘might’ fail and nobody 
likes failure.  So it’s perfectly natural to 

approach change with extreme caution.  Even 
the most confident person will sometimes have 
doubts about whether they can manage change 
or not.  The reality is 99% of the time there is 
nothing to fear.   
 
The fact is we’ve successfully dealt with change 
in the past which means that we can 
successfully deal with change in the future. 
 
I know I don’t know you personally my dear 
reader but I can prove to you right now that 
we’re all ‘experts’ at dealing with change.  Here’s 
the proof… not many people know this J. 
 
We’re all ‘experts’ at dealing with change 
because… we are all here. 
 
I don’t mean ‘here’ reading this book I mean we 
are ‘here’ on this planet living our lives.  The first 
change we had to manage was to take our first 
breath of air at birth.  We’ve been managing 
change ever since.  If we got married, we had to 
manage that change.  If we got divorced, we had 
to manage that change.  If a little baby came 
into our lives we had to manage that change.  If 
we lost a job, got a new job or changed jobs, we 
had to manage that change.   
 
It is part of the human condition to forget that 
we’re managing change all the time, we are 
change experts... we just forget that we are.      
 
To achieve what we have achieved so far we 
have had to adapt, adopt and change.  It’s just 
that there is some change that we like and some 
change that we don’t like.  So if we’ve coped 
with change in the past then we can do the 
same in the future.  I’m not saying we will always 
get the result we want, I’m saying we need to 
remember that we are more resourceful and 
talented than we think we are and because of 
our resourcefulness and talent the odds of future 
success is very, very, very much in our favour. 
 
So be brave, embrace change and if you catch 
yourself hesitating when faced with change then 
read ‘REV 2’ again. J 
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REV 4  
Ask for help 
 
 
Make a list of the type of help you need to achieve your goal.  What skills, insights and information 
will you need?  Make a list of who might be able to help you. 
 
When you do ask for help, if you’re rejected, move on to the next person who might be able to help. 
 
When asking for help don’t just think about what you can get from that person.  Also think of what 
you can give that person in return.  It may be payment in monetary terms or payment in kind.  
 
If someone asks for help give it freely if you can, don’t expect something in return.  There will be 
times when you receive help and won’t be able to repay the favour.  There will be other times when 
you will give help and won’t receive anything in return.  It’s all about putting into, what I call, the pot 
of the Universe.  If you put something in the pot you are allowed to take something out. 
 
If you continuously give without receiving you won’t be able to grow.  We can only grow when we 
receive, knowledge, insights and experience and apply what we have learnt. 
 
If you continuously receive without giving, short term you’ll grow then your growth will become 
stunted as word will get round that you are just a selfish taker.  Nobody will be willing to help you. 
 
By the way many of us are reluctant and hesitate to ask for help.  If you catch yourself hesitating to 
ask for help read ‘REV 2’ again. J 
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REV 5  
From problem to solution focussed 
 
 
Focus on the positive but be aware of the 
negative.  DON’T ignore problems they need to 
be dealt with otherwise they will just get bigger 
and come back and give us a bigger slap in the 
face. 
 
Be aware of what you’re focussing on.  If you find 
yourself focussing on what is not helpful to you 
(i.e. the problem) then think of what you should 
be focussing on that will be helpful (i.e. the 
solution) and switch your focus on to that.  
 
Here’s the difference between the two and how 
you can switch from one to the other. 
 
Let’s imagine we’re going to a destination and 
we’re going to go by bus.  We go to the bus 
station and we miss our bus.  It’s easy to fall in to 
problem focus mode.  When we do that, the 
kind of thoughts we have can be things like, ‘I’ve 
missed the bus.  I can’t believe I missed the bus.  
I’ve only gone and missed the bus, I don’t believe 
it!  I’m going to be late, I’ll never get to my 
destination in time, I’m going to let so many 
people down, how embarrassing.  I’ve missed 
the bus!  If only I’d set off sooner, if only I hadn’t 
spoken to my partner, the next door neighbour, 
stroked the cat.  I can’t believe I missed the bus’. 
 
That kind of thinking is a waste of time and 
energy.  If we catch ourselves thinking along 
those lines we need to switch to solution focus 
mode.  This is how we do it.  
 
We only need to make one statement and that 
statement is the outcome we want.  In this case, 
‘I need to get to my destination’. 
 
After that we ask questions focussed on the 
solution.  Some examples are:   
 
What are my options now? 
 
What needs to happen for me to achieve my 
goal? 
 
If a friend were in my shoes, what advice would I 
give them? 
 
What could be my first step in the right 
direction? 

 
Who has experienced this issue/challenge 
before? 
 
Who can I ask for help? 
 
Essentially our subconscious mind is like a genie 
and our wish is its command. 
 
If we make a statement the genie will either 
agree or disagree.  But if we ask questions it will 
do it’s best to find an answer for us.  Which is 
why it’s important the questions are focussed on 
looking for a solution.  And if we don’t have the 
answer it will do it’s best to find someone or 
something who has the answer. 
 
I.e. ‘Maybe I should Google it’?  Or, ‘Didn’t Val 
experience something similar’?  Or, ‘Didn’t I read 
an article about that somewhere’?  
 
And one other thing, as silly as this sounds, say 
thank you to your genie when the task is 
complete.  You don’t have to say it out loud, just 
think it and be grateful.    
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REV 6  
Surround yourself with a support group 
 
 
Whatever our goal we have to do it on our own 
but we can’t do it on our own.  We have to do it 
on our own because we are the ones who need 
to take the action to achieve the goal but we 
can’t do it on our own because we need the 
insights, help and support of others. 
 
Napoleon Hill who wrote the book ‘Think and 
Grow Rich’ in 1937, chapter 10 – ‘The Power of the 
Master Mind’, talks about forming mastermind 
groups.  This idea goes back thousands of years. 
 
Ask three, four or five people to join you in a 
mastermind.  You need at least three people in a 
group and no more than six.  Four or five people 
is ideal. 
 
You can only really do this with people you 
know, like and trust.  Make a list of people who 
you think might be willing and ask if they’d be 
interested in forming a group. 
 
You can either form a group with people within 
your organisation, with people within your 
market or industry or with people who are not 
your competition but have a similar aim, such as 
to flourish in business. 
 
Essentially you’re forming a mini association, 
club, call it what you will. 
 
When thinking of who to ask to join your group 
ask yourself what kind of help, knowledge and 
skills do you need?  Who can you ask for help?  
What kind of help can you offer your colleagues?   
Who can you team up with for mutual benefit? 
 
When you have your group it’s a good idea to 
have an initial meeting face to face.  Here’s a 
suggested ‘agenda’ of 
what you might 
discuss, obviously you 
can add and delete 
questions as you see 
fit (and I suggest 
someone notes 
what’s  been agreed 
and circulates it to 
everyone after the 
meeting). 

• Short introduction from each person, i.e. who 
you are (just two to three minutes each).  You 
might want to tell the group a little of your 
personal background and business 
experience or your career to date. 

 
• What’s the purpose of the mastermind? – To 

discuss among the group – Is it specifically 
about a certain interest, or about building a 
business or just to act as a support group for 
your life?  

 
• Each person to state what they want/expect 

from the mastermind. 
 

• Each person to state what they’ll be able to 
contribute to the group, what skills, 
knowledge, resources do you have? 

 
• What is the format going to be? (I’ll give an 

example at the end of this list). 
 

• How long will the meetings last?  A few 
hours, half a day, a full day? 

 
• How often will they be? 

 
• Who will chair/host them?  You might 

consider taking it in turns. 
 
• Where will they be held?  At a venue or via 

Skype or some other similar platform? 
 
• Will there be support between meetings? 
 
• Do you want more people in the group, if so 

who? 
 

• How often will you review the format, 
frequency of meetings and if they’re working? 

 
• Exit strategy – when will you know enough is 

enough and how to bow out gracefully. 
 

• When will the next meeting or meetings be? 
 
• What happens next?  And any other business. 

•  
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I’m one of a group of six professional speakers, we meet for a whole day once every two months.  
We take it in turns to host the day, which could be in our homes or in a rented hotel room. 
 
The format of our meetings are very simple. 
 
Each of us brings an issue we’re having to the table, usually a business issue and then everyone else 
suggests solutions.  At the end of that person’s turn they have to state the actions they will 
complete  by the next meeting.   
 
Then each person takes their turn to state their issue, listen to solutions and state the actions they 
are to take.  In our case, the process takes about 45 minutes to an hour for each person.   
 
At the next meeting each person has to report the results of their actions.  If they haven’t done it 
they have to state why.  Being held accountable encourages each of us to take the actions we said 
we would.   
 
If you’d like to make things interesting you could suggest if an action has not been taken then they 
have to pay some sort of a forfeit, such as making a donation to a nominated charity.  
 
In between meetings you can also phone or contact each other with support. 
 
When the group is ready to disband or you are ready to leave the group then say so.  This is not a 
pact for life. 
 
If you’re hesitating about forming a mastermind refer to ‘REV 2’. J 
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REV 7 
Slowing down to speed up 
 
 
We all lead busy working lives and often forget, 
or choose not, to take a break.  Many of us are 
creating prisons for ourselves where our lives are 
ruled by our work.  Ok, ok, work is important, 
agreed; it allows us to pay our way in the world 
and, especially if we enjoy what we do, makes us 
feel like we’re contributing and so we feel 
valued. 
 
It’s just that life is about… balance.  Too much of 
one thing is not good.  I love chocolate but 
would hate to eat a ton of it all in one go.  I 
should know I’ve tried J 
 
In a busy working day many of us often work 
through our lunch and coffee breaks, we take 
our work home with us and some of us even 
work into the wee small hours of the morning.  
Sometimes we allow our work to take over our 
lives without realising it, sometimes it can’t be 
helped as a deadline has to be met. 
 
If you can’t have proper regular breaks, at the 

very least have some ‘micro’ breaks.  I suggest at 
least 5 or 6 micro breaks a day lasting no longer 
than 3 or 4 minutes each.  Ideally the micro-
breaks need to be every half hour.  You might 
think that’s a lot but for the science and more 
detail about why this works, look up online ‘The 
Pomodoro Technique’.   
 
A micro break could be going for a walk in the 
fresh air, or running up and down the stairs a few 
times in your office building, or meditating, or 
playing a computer game, or having a power 
nap.  In fact anything you can do for a few 
minutes that gives you a little respite from the 
task in hand.   
 
WARNING!!  Put a strict time limit on the break 
as you can get carried away and end up just 
having fun for hours, so, as silly as it might sound, 
it might be advisable to have an alarm clock or 
timer nearby (oh, and don’t forget to set it for the 
time you’re allowing yourself).  This is not only 
about enjoying our time at work more but also 
being more productive, and by productive I 
mean actually doing some work. 
 
There’s another reason for having micro breaks.  
How many times have you found yourself  
wrestling with a problem of some sort then you 
take a break or you decided to go to bed for the 
night only to find when you returned to the issue 
you‘ve thought of the solution?  The same can 
happen during or after having a micro break. 
 
When taking a micro break, if you can, take 
them away from your area of work.  Ideally in 
another room, even if you have to lock yourself in 
the loo then just do it (refer to ‘REV 2’).  Why?  
Your place of work is your place of work and 
your subconscious mind will perceive it as such.  
If you go to the same place to have your micro 
break your sub conscious mind will eventually 
associate this area for non-work activities.  Also if 
you stay in your area work area you’ll find it 
harder to relax.  The point is, eventually, you'll 
find it easier and quicker to relax in your micro 
break area and quicker to get back to work and 
be productive when you return to your work 
area. 
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FINALLY… almost 
A message from John 
 
 
Did you find any of the ‘revs’ helpful?  If so, let me 
know.  Unless I’ve spoken at an event, I don’t often 
hear about how my ideas, techniques and tools have 
helped.  
 
Email me at john@hotowka.co.uk and let me know 
what worked for you and what didn’t.  Did I inspire 
you to create a technique that works better for you?  
I’d love to hear it.  Knowing what could be better and 
what else you wanted to know would be helpful too.  
Not only to me but also my readers and audiences, as 
I’ll be able to address your suggestions in future. 
 
Are you hesitating to email me?  Remember ‘REV 2’. J 
 
I have another gift for you.  If you found these insights and tools helpful subscribe to my newsletter 
(signup is on my website at www.hotowka.co.uk) you’ll receive more Achievement Thinking ® 
techniques, tools and inspiration on a monthly basis to rev up your resilience, focus and success. 
 
Don’t be a stranger, I look forward to hearing from you. J 

 
 

WORK WITH JOHN 
 

“Unconventional, punchy, highly relevant, true 
and valuable.” 
                                  Virgin Holidays 
 
 
If you’re looking for a speaker to give you 
insights and tools to be more resourceful and 
resilient, is energising and has sack loads of 
humour then John can help. 
 
John is frequently booked to speak to sales 
teams, leaders (including emerging leaders) 
and at company events giving his audiences 

inspiration and empowerment to take action even when they think they can’t.  
 
He’s in demand speaking at conferences, road shows, away days and even speaking after dinner as 
he’s so entertaining. 
 
For a quick chat to discuss how John can add value to your next event contact him now: 
 
(e)  john@hotowka.co.uk  
 
(t) 01274 685152 (UK)  +441274 685152 (International) 
 
www.hotowka.co.uk  
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IMPORTANT 
The legal bit 
 
 
If you want to share this publication go ahead, be John’s guest.  You have John Hotowka’s 
permission to pass this on to anyone you like providing you share it unaltered and it is shared in it’s 
entirety as is.   
 
Remember, the information in this book is the copyright of John Hotowka.  This book, or part therof, 
may not be reproduced in any form whatsoever by any means available now or invented in the 
future without the permission in writing from John Hotowka. 
 
So don’t even think about it and if you do just pray you don’t get caught.  Actually, John is a decent 
person (he phone’s his mother regularly) and I’m sure you’ll get much further if you just ask nicely. 
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