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DEDICATION

This book is dedicated to all people looking to make
a serious change in their life for the better. This is
a self help manual that gives the essential practical
information and insights about this important life
skill and makes it easy for you to just pick it up and
get going. Whatever challenges and problems you
are facing in life, this book will serve as a roadmap
to structure your thinking and give you confidence
to get where you want to go. So many of our
problems can so easily be dealt with but we either
avoid them, run away from them, deny them or
even curse them. This book will assist you in
addressing your problems head on and help you
create the progress and success that you are
looking for. I hope you enjoy it and I wish you all the

success in your future.

GREG Z. FAINBERG
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the way you look at things
the things you look at change”
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FOREWORD

“This s a great truth, one of the greatest
truths. It 1s a great truth because once we truly
see this truth, we transcend it. Once we truly
know that Life is dufficult - once we truly
understand and accept it - then life 1s no
longer difficull. Because once it 1s accepted,
the fact that life is difficult

no longer matters”

M. Scott Peck
from The Road Less Travelled

What makes life difficult is the problems we all face at
different stages of our lives. Just knowing that we have
a structure and set of tools to solve any problem, reduces
our feelings of anxiety and frustration. Everything seems
easier. Whether you are facing a personal problem, or
solving an organisational issue, this book will make it
easy for you to be successful. Cooking up a solution to a
problem means more than simply following a recipe. The
problem solver’s flair (his courage, passion, beliefs, and

way of working), will affect the flavour of his dish.

IX



So in Part 2, Greg covers the characteristics of a
powerful problem solver. Then in Part 3 to 7, he provides
easy to follow recipes for solving ‘just about any problem’
from start to finish. And if that isn’t enough, he packs
in extra value. Part 8 provides extra checklists and
templates. This gem of a book, is filled to the brim with life

wisdoms, simple advice, practical tools, and inspirational

quotes about problem solving.

With this simple, practical book, individuals, team
leaders, project managers, middle managers, training
departments and business schools have a guide for

solving (just about) any problem.

RUTH TEARLE

CHANGE DESIGNS

WWW.CHANGEDESIGNS.CO.ZA






‘An hour
of thinking
may equal as
much effort as
ten hours of

plysical work”™



WHY YOU SHOULD
READ THIS BOOK?

A good head and a good heart are
always a formidable combination”
- Nelson Mandela
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Today’s world is full of problems. Every single human
Some

being is faced with problems on a daily basis.
problems are big, and some are small. Some are simple
and some are more complicated. Some take a few minutes
to solve whilst others take years to address. Effective
problem solving is a fundamental necessity for every
human being. Being able to solve problems better would
make anyone and everyone much more effective in
whatever field they are in. The sad reality of humanity is

that many people just don't know how to solve their

problems effectively.



The results of poor problem solving are riddled in the
pages of history books and are clearly visible in today's
reality. To be perfectly blunt, the reason for so much
sadness, misery, despair, poverty, war, hatred, malice
and frustration really comes down to humanity's inabil-
ity to think effectively or creatively and due to poor
problem solving. And, if people were taught how to think
effectively and to solve problems better they would be
far more creative and better able to make smarter, more
effective decisions. There would certainly be less

suffering in the world.

Just imagine how much more productive and effective
we can be as a race if we only learn how to address and
solve our problems better (individually and together).
Ironically, problem solving and decision making skills

are not even taught in most schools and universities.

“Think before you Act”



The value of thinking (both creative and critical)
in today's society is highly unappreciated. Not enough
emphasis 1s placed on teaching people to think
effectively especially from a young age. Religions,
philosophies, cultures, families and education systems
that are meant to fulfil this role, do far too little to

encourage this essential life skill.

Teaching people to think effectively, solve their prob-
lems and make better decisions is such a necessary if not
one of the most important enterprises in the world
today. No matter what problems you are facing, the
ability to structure your thinking in such a way
that leads you to a better result, is an essential and

invaluable skill.

“Look before you Leap™



This book will provide you with tools, checklists and
insights that are easy, practical and applicable to deal
with just about any problem. It will guide you to take
effective action that is mindful and considerate. No
matter what problems you are dealing with, this book

will help you address them more effectively.

I trust that by the end of this book you not only become
a better problem solver but help others including your
children, family, friends and peers to become better

problem solvers as well.

“Thoughts become words,
words become actions,
actions become habuts,

habuts become character,

character becomes destiny”



To understand what problems are and why problem
solving is so important now more than ever

To adopt a proactive, mindful, considerate and positive
approach to problem solving

To understand and adopt the characteristics of effective
problem solving

To understand how to define problems clearly and to
recognise different perspectives

To understand the root causes of problems, the forces at
play and the power of serenity

To learn how to think more effectively and creatively and
to generate new or improved ideas

To learn how to sort through, evaluate and select the best
ideas and make better decisions

To design effective action plans to help guide you in
solving problems

To recognise what to avoid when it comes to solving

problems

. To use powerful tools, templates, techniques and insights

tfo address and solve just about any problem



THE GENERAL STATE
OF PROBLEM SOLVING

“Too many problem-solving sessions become
battlegrounds where decisions are made
based on power rather than intelligence”

- Margaret J Wheatley
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Wlat most people tend to do when faced with problems
is jump straight into solution mode and then evaluation
mode and then start to argue about the possibilities. They
have not even diagnosed the problem effectively enough
and they are already looking for solutions. When people
solve problems, they also get their egos involved. This is
a mistake of cosmic proportions, because ego takes focus
away from the problem at hand and puts it on the
individual and on being right for the sake of ego and not
being right for its own sake. Since people don’t like to

admit when they are wrong they begin to argue or fight.



In group problem solving what would have been a
session that addresses a problem or a challenge directly,
becomes an ego battle of who is right and wrong, who
will win or lose, and who will look the best in front of the
boss, teacher, friend or crowd. This is an old mentality
that needs to be removed from the current way of
thinking and solving problems. The world of today is far
more complicated than it has ever been. It is faster. It is
more competitive, the opportunities are infinite, and the
complexities are profound. Our heads are spinning out
of control and our sanity and morality is tested daily.
Problem-solving and good quality thinking are (now
more than ever) essential skills that you have to harness
in order to become more effective and successful in this
day and age. The good news is that problem-solving and
good quality thinking are easy to understand and
achieve but take a lifetime of practice, refinement and
application. You have to learn to be mindful of your

thinking, actions and consequences of those actions.

“Start to be night for ‘Right’ sake

and not your ego or pride sake”

19



“Problems can not
be solved by
thinking within
the framework in
which they
were created’”

- Albert Einstein



SO WHAT IS A
PROBLEM ANYWAY?

A problem is the difference between
what you've got and what you want”
- Peter Honey
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If you think about it, everything you do is a problem
waiting to be solved. But what is a problem? How do you
understand the word problem? The Oxford English
dictionary defines this word as a difficult situation that
needs to be resolved another definition of a problem is
something hard to understand or do, a dilemma, a
question, puzzle or an obstacle. The world 1s full of
problems. They are everywhere and will always exist.
When you face any problem you have got to keep your
head up and your eyes and ears open. Like the Ostrich,

we shove our head in the ground and do the opposite.

21



We don'’t listen, we lose our cool, we panic, we worry,
we get anxious, we get angry and depressed. These are
not effective methods to solving problems and yet so
many people use them. To be a successful problem
solver, you need to think holistically and become

mindful of yourself and your approach.

“I believe that 1f you
show people the problems
and you show them the solutions
they will be moved to act”

- Bill Gates

22



We deal with problems every day, here are some of the

typical examples:
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Acquiring a skill

Becoming more confident

Becoming more creative

Becoming more moftivated

Becoming more objective and rational
Choosing who to be with in a relationship
Dealing with change and risks

Dealing with crime

Dealing with emergencies

Dealing with misunderstandings
Dealing with negative or difficult people
Deciding where to go for dinner
Finding a better route or path

Fixing or renewing something

Getting a better job

Getting over a loss

Improving health and education
Improving the quality of life

Learning something new

Learning to control yourself

Learning fo forgive yourself and others
Learning fo manage your time better
Making more money

Making better decisions

Overcoming a difficult obstacle
Overcoming anger and negativity
Overcoming relationship difficulties
Saving and investing for the future
Solving an equation and passing a test
Solving hunger problems

Speaking better in public

23



WHAT CAUSES
YOUR PROBLEMS?

“When solving problems, dig at the roots

wnstead of just hacking at the leaves”
- Anthony J. D'Angelo
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There are many causes to problems. A problem may be
caused due to poor planning, poor communication, poor

values, poor thinking, poor logic, poor perception, poor
learning, poor action or poor intent. Problems exist and
will continue to for as long as humans do. The challenge
is to become more effective at addressing, solving and
preventing them. The more mindful and aware you can
become the better. The following section provides a list of
the typical causes of problems. Consider where they

pertain to you and reflect on where you should improve

your thinking and behaviour.
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X X X X X X X X X X X X X X X X X X X X X X X X X X X X X X X X %

Analysis paralysis - not taking action

Being inconsiderate of others or the environment

Being passive and not proactive

Being too slow and wasting in general

Bias and lack of fairness

Blowing things out of proportion and being too excessive
Corruption, injustice, crime and lack of civility

Dealing with the symptoms and not the causes of problems
Delusion - not acknowledging reality objectively
Disrespectful behaviour, being false and having no integrity
Failing to consider all the factors

Failing fo learn from the past or history

Failing to plan and poorly set and acted upon goals
Failing to take responsibility and action

Failing to draw on experts and professionals

Fear, laziness and procrastinatfion

Fuelling and not addressing bad habits

Having low self esteem and being dependant

Having low standards and low quality

Inability to distinguish facts from fiction

Insufficient creativity, options or ideas

Lack of confidence and self esteem

Lack of freedom and the presence of oppression

Lack of mindfulness of short and long term consequences
Lack of morality or just plain negativity

Lack of motivation and perfectionism

Lack of or not enough information and knowledge

Lack of patience and serenity

Lack of resources - fime, money, skills, equipment

Lack of self control and being irresponsible

Lack of trust and trustworthiness

Lack of vision, discipline and perseverance

Lying and not keeping promises
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Making foo many assumptions without checking

Not asking (enough) questions

Not being confident

Not being organized or prepared

Not negotiating effectively

Not enough balance

Not checking if work is up to standard

Nof considering all factors and jumping fo conclusions
Not having a backup plan

Not including all necessary parties, groups or individuals
Not reading the instructions, directions or prescriptions
Not taking action

Not willing to be helpful

Over complicating issues unnecessarily

Poor analysis and evaluation of information

Poor communication or misunderstanding

Poor emotional inteligence and emotions out of control
Poor focus or concentration

Poor health habits

Poor listening and misunderstanding

Poor memory and leaving things for the last minute
Poor objectivity, judgement, logic and reason

Poor or limited perception of a situation

Rudeness, prejudice and having double standards
Sacrifice long term for short term decisions

Solving the wrong problem

Stupid rules or policies that are no longer applicable
Substituting action with wishes, hopes and prayers
Taking uncalculated risks

Taking things out of context

Trying to harm another or spreading harmful gossip
Unreasonable and unrealistic expectations

Violence, crime and violating human rights

Wanting to be right for ego sake not for right sake

26



SO WHAT CAN YOU DO
ABOUT PROBLEMS?
“In order to solve or prevent any problem

you must first acknowledge its existence”
\) by ¢
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.0 V hether you realise it or not, you are always addressing
problems. The difference between successful and unsuc-

cessful problem solving lies in being proactive and
mindful. Poor problem solving is usually the result of
being reactive, making snap judgements, not focusing or
addressing the problem objectively, panicking and losing
your temper. The following lists depict the typical ways
you can choose to solve your current problems. As you will

notice, some of the methods will help reach positive or

productive results and other methods will help you
realise negative results. The choice is yours.
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Consider a problem in your life that you are currently
facing. Look at the list below and consider the method you
are currently choosing to use. Is it effective? Is it provid-
ing you with the results you are looking for? The following

are the methods:

v' Be objective, reasonable, redlistic and positive

v' Focus, address it directly and get all the information

v' Understand where you are now in relation to where you
want to be and define criteria for success clearly

v Understand the problem clearly, understand its root
causes and understand all the forces at play

v' Practice serenity, focus your energy on what you can
change and take full responsibility to do it

v' Consider all stakeholders interests, get creative and
generate alternative ideas to address the problem

v Choose the alternatives that best meet your criteria for

success within your limitations and boundaries

Communicate clearly and exercise discipline

Write a plan with dates and deadlines and take action

Monitor changes, revise or change direction if necessary

N N NN

Learn from mistakes and failures for the future

28



Fight because you have no choice but to defend yourself
Fight and argue unnecessarily, be angry, and shout
Panic, be anxious and lose control and your temper

Be negative, sad, scared, depressed and run away

o 0 M BN

Be iresponsible, throw cautfion to the wind and ignore the
consequences of your actions

N

Procrastinate, be lazy and leave it to the last minute

8. Wish, hope and pray that the problem disappears on its own
by some miracle

9. Fantasize and dream about a better future but don't take
any responsibility fo do anything about it and leave it up o
somebody else, a higher power or chance

10. Deny, ignore or avoid it - just pretend it's not there

11. Jump to conclusions and make assumptions immediately
without questioning or thinking

12. Just complain and cry but don’t do anything about it

“Be part of the solution
not part of the problem”

29



“Frustration and
imsanity come from
doing the same
thing over and over
again and expecting

a different result”



WHAT IF THE WORLD HAD
BETTER PROBLEM SOLVERS?

“Wealth is the product of
man's capacity to think”

- Ayn Rand
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J ust imagine what the world would be like if there was
better problem solving. It would be a completely different
world. So many of the problems experienced today are
simply the result of poor thinking and poor problem
solving taking place. Whether it is done by a child,
parent, teacher, student, husband, wife, banker, lawyer,
doctor, shopkeeper, manager, scientist or the president. If
the skills of effective problem solving were promoted and
practiced it would be a better world to live in. Some of the
specific changes you can expect in a world where people

solve problems better would include:
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“Imagine all
the people
liing Life
i peace”

- John Lennon
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Accomplish your goals and dreams faster

Actions taken would be to benefit and not harm
Awareness of short and long term consequences
Better and improved growth and development
Better business decisions that lead to success
Better communication of information

Better decisions taken (for the longer term)

Better planning and pre-cautions taken

Better relationships at home and work

Better standards and a better quality of life
Civility, morality, rationality and justice

Eliminate hate, violence, propaganda, and arrogance
Environmentally friendly and responsible decisions
Have higher self-esteem and confidence
Improved quality of thinking

Lead a more responsible life

Less corruption, violence, prejudice and hatred
More consideration and respect of self and others
More creativity and innovation

More honesty, trustworthiness, integrity, and responsibility
More quality, growth and development

More responsible citizens and leaders

More safety and security

Resolve and negotiate conflicts more effectively
Save more time and waste less

The ability to change faster and more effectively
The ability to create more happiness and peace
The ability to generate solutions faster

The ability to minimize or eliminate conflict

33



CURRENT AND FUTURE THREATS
TO EFFECTIVE PROBLEM SOLVING

All that is necessary for the triumph
of evil 1s that good men do nothing”

- Edmund Burke
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W live in a world where science and technology are
advancing rapidly. Yet the quality of our social problem
solving and thinking are still not sufficiently emphasized.
Families still have the same old arguments. You still see
mediocre social behaviour such as bullying in schools and
organizations and at the extreme violence and murder.
Corruption and crime are virtually everywhere. In a
world where science and technology capacity is so useful
to help us solve our daily problems, we still employ such
backward mindless behaviours to harm one another that

at the end result in mediocrity.
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“Whaile crvilization has
been improving our
houses, 1t has not equally
improved the men who
are to inhabit them...
improved means to
ummproved ends”

- Henry David Thoreau
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If individuals (especially children) are not taught to think
effectively then society suffers terribly. Wars, violence,
hatred and propaganda are the result. What kind of world
are we preparing for future generations? Good thinking
and problem solving need to become essential skills to
learn and practice in order to prevent future generations
suffering our poor past and present thinking. Some of the

key threats include:

x Critical and creative thinking not taught, encouraged
or practiced enough in schools, universities, work
environments, families, cultural and religious groups

x  Propaganda, brainwashing, dishonesty and lack of morality

% The power of the media to distort reality and spread lies or
partial fruths that are inconsistent, biased and irrational

x Bullying, corruption, violence, infimidation, double
standards, inconsideration, rudeness, racism, sexism
and harmful intent in private and public organizations

x  Not learning from or completely ignoring history’s lessons

x Popular (l) social and religious leaders, fanatfics and
fundamentalists irresponsibly promoting blind following
and faith, and not taking personal responsibility for your life

x Lack of respect for human rights, defamation of character,
hate and employing the ‘might is right’ attitude

36



ARE YOU TREATING OR
PREVENTING PROBLEMS

“Intellectuals solve problems,
geniuses prevent them”

- Albert Einstein
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Often some of the biggest causes of problems occur, and
continue to do so, when we only address the symptoms of
a problem but not address the cause. The results of this
are (as can be expected) that we tend to have the same (or
similar) problem, issue or situation occurring over and
over again. But why do we not just treat the cause of our
problems? The answer is mostly due to poor longer term
thinking and laziness. Dealing with problems that are
right in front of our face is 'easier' in the short term but

not sustainable in the longer term.
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If you get sick, the conventional way to address this
is to consult with a doctor and to get the best available
medicine or treatment. However if you don't take into
account what has caused the disease (or problem) in the
first place, learn from it and take necessary actions to
prevent it from happening again next time you can be

drowned in this problem for a very long time.

This same principle applies to human relationships.
If a couple has an argument and the manner to resolve
it 1s to simply kiss and make up, that may have solved
the problem this time, but has not necessarily addressed
why the couple has originally argued which may result
in the couples' continued arguing over and over again

about the same issues for a long time.

“Prevention 1s better than cure”
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Ask what is causing the problem

Consider if the problem you are facing is something you
have faced before and ask why is this happening again
Think about the future and what possible future scenarios
may occur and work a way to address each possibility
When looking for advice from experts make sure you
share not only the symptoms of the problem but also the
situations you are in and your behaviour lifestyle in order
for them fto get a beftter sense of the cause of the
problem and if it has something to do with your lifestyle
Consider your bad habits and how they are
contributing to the problem

Take full responsibility not just for addressing the problem
but focus on preventing it as well

Learn from your (and others) past mistakes. It is silly to
make mistakes if you can learn from the mistakes of
others and the past

Consider the redalistic ‘what if’ scenarios and take
responsibility fo address and prevent each one

Don’t leave things to chance

What can you do to prevent the problem in future

39



ATTITUDES IN
PROBLEM SOLVING

“How you think about a problem s more important
than the problem itself, so always think positively”
- Norman Vincent Peale
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‘; V hatever problem you are dealing with it is always a
good idea to adopt a positive attitude. An attitude is

defined in the dictionary as a way of thinking or
behaving. Even if the problem is a tough one it doesn’t
help you to be negative when you address it. Adopting a
negative attitude to solve any problem will simply serve

to drain your energy and motivation. Adopting a negative
fear, stress,

attitude will make you feel doubt,
anxiety, anger, defeat and depression before you even

begin addressing the problem.
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I have to be right and can’t be wrong

| don’t feel like it or maybe later or why bother trying

| am just not good enough or never will be

| always have to be perfect or | might as well not bother
Not another problem or why or poor me

It just can’t be done or | can’t succeed

It's just the way | am and always will be

| am noft creative or can't think creatively

| am only happy when others like, love or agree with me
| am only happy when | win and others lose

[ just don't believe in myself or I'm worthless

I'm not a child anymore or I'm afraid

What will other people think about me

[ like things as they are or it’s just the way it is

What if | fail or make a mistake

There's no other way or there's no hope

It's my way or the highway

So make a mental note to adopt a positive attitude the

next problem you address. Next time you catch yourself in

a negative state, replace your negative attitude with a

positive one. Practice the attitudes in the following list.
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FPositive Attitudes

| am creative, objective and positive

| am full of potential and energy

| am loving, worthy of love and love myself

| am grateful for all | have now

| am powerful, gifted and full of potential

| am full of energy and live each day to the maximum

| can succeed if | put my mind to it and persevere

I don't have to be perfect ONLY the best | can be

| am confident and really do believe in myself

| can achieve anything | put my mind to within reason

| am amazing because there is no one else like me

I am great and | want to be better

I am not afraid to fail because it is part of life and learning
I am ok with making mistakes as long as | don't repeat them
| am not afraid of my own greatness

Everything | experience is there to feach me

| take full responsibility for my thoughts and actions

Yes | can if | take responsibility and it’s reasonable!

| CHOQOSE to be positive and to detach from negativity

“Hold a funeral for I Can’t
and say hello to I Can”

42



WHAT’S THE MIND SET OF
GOOD PROBLEM SOLVERS
“It 15 what a man thinks of himself
that really determines hus fate”
- Henry David Thoreau
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Problem solving is a process. If you learn the process you
will get better at it. However it is also important to take

note of the characteristics and mind set of effective
problem solving as they will guide and support you. Just
like an athlete who practices discipline, good problem
solvers practice these characteristics in their everyday
lives to get better and as a result constantly improve
themselves. They understand that by keeping these
characteristics alive in mind and heart, they will solve

their problems more efficiently and effectively. The list of
good problem solving characteristics follows.
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They are thoughtful and mindful

They infrospect on beliefs and values

Logical, rational, objective, moral and have good judgement
They are creative and can visualize

They are considerate and genuine

They are not shy about asking questions

They tolerate mistakes, failure and constantly learn

They exercise serenity and understand all the forces

They are emotionally intelligent and independent

They are inspired, opfimistic and motivated

They have a good sense of humour

They manage priorities, fime and are organized

They are disciplined and patient

They can build scenarios

They have courage and confidence

They are responsible, tfrustworthy, have integrity and choose
They can change and adapt quickly

They communicate clearly and listen

They can overcome negativity and detach

They show empathy and forgiveness

They can negotiate effectively
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It is not good enough to say you have these
characteristics. You need to be mindful of your thinking
and problem solving constantly. You need to practice,
these characteristics every day until they become second
nature to you. It doesn't matter what kind of problem
you are dealing with, if you apply these principle
characteristics you will be able to address any problem

better.

The following section takes a closer look at these
characteristics, what you should do to make them a part

of your life and how to use them in problem solving.

“Hot heads and cold hearts

never solved anything”

- Billy Graham
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THEY ARE THOUGHTFUL
AND MINDFUL
“The empures of the future, are

the empures of the mind”

- Winston Churchill
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’Izlinking 1s humanity’s most powerful ability. The ability
to think propels us forward as a race, and precisely the
lack of it that keeps us backward, irrational, foolish, or

violent. Consider history for a moment. Consider the
dark ages, the First and Second World Wars (And all
wars in general), economic meltdowns, social and civil
collapses. Think of any other negative historical event.
What characterizes these events? Hatred, violence, fear,

intolerance, prejudice, propaganda, war, persecution,
corruption, power struggle, genocide - MINDLESSNESS.
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Now turn your attention to the positive events in
history. What characterizes them? New inventions, new
ideas, innovations, growth, expansion, opportunity and
job creation, art and beauty, collaboration, civility,
tolerance, security, peace, prosperity, progress, evolution

- MINDFULNESS.

To put it simply when Mindfulness is present then
thinking is productive and problem solving becomes
effective and almost effortless. The lack of mindfulness
results in fear, anxiety, quick assumptions, rash
decisions, anger, worry and negative and unconsidered
actions and consequences. When faced with any
problem, centre yourself and then ask yourself “What’s
the problem here.” Your state of mind goes a long way in

helping you solve your problems.

“Mindful meditation has been discovered
to foster the ability to inhibit those
very quick emotional impulses”

- Daniel Goleman

47



Thinking Defined

OXFORD ENGLISH DICTIONARY DEFINES
THINKING AS FOLLOWS:

Exercise the mind in an active way

Form connected ideas

Form an intention or plan

Take things intfo consideration and consider carefully
Call to mind and remember

Be of the opinion and judge

Try to find a solution to a problem

Change one’'s mind after (re) consideration

Invent or produce by thought

I N N N U U N N NN

Using rational judgement about things

“Thinking 1s the hardest work there s,
which s probably the reason
why so few engage in 1t”
- Henry Ford
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So how do you activate your mindfulness? See and

practice the items on the following checklist:

N N N N T N N N e N N N NN

Slow down and centre yourself

Close your eyes and take a few slow deep breaths
Clear your mind of pressing negative thoughts
Meditate and use reloxing music if you have it
When centred ask “What's the problem here”
Focus on the things you can do something about
Be objective, keep things in perspective

Open your mind to new ideas and possibilities

Be creative and visualize the possibilities

Use your rationality, logic and reason

Don’t use emotion at this stage e.g. DON'T PANIC
Write it down clearly and to the point

Get moving and take action

Review your result and make changes where required

Emotions are important but should not be directing

your thinking just fuelling your positive intentions and

actions. To be emotionally intelligent is an important

ability that helps you to empathise with someone else

but should not replace mindfulness. Once mindful you

are able to make better and more objective decisions.
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Any problem, whether it is related to:

Your house or car

Your career or job

Your relationships

Your education

Your business or finances

Your health

SN N N N S NN

Your mental or emotional well being

requires you to be mindful. You need to regularly review
your problems and challenges and see which require
attention, maintenance, improvement, or renewal.
By not doing this you choose to ignore your problems
and hope for the best(!) This is not the mindful
approach. Consequences are inescapable, whether
neutral, positive or negative. You need to take full
responsibility for your problems and deal with them
accordingly. This requires you to be mindful of yourself
and others, to be present in your life, to take full
responsibility for your thinking, emotions, decisions,
actions and their consequences and to regularly reflect

on your life and make changes where necessary.
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“All that we are 1s the
result of what

we have thought...

We are formed and
moulded by our thoughts...

The mind 1s everything,
you become what

you think”™
- Budda



THEY INTROSPECT ON
BELIEFS AND VALUES

“Believe nothing... unless it agrees

with reason and common sense”
- Budda
'
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What are beliefs and values and what do they have to
do with the quality of effective problem solving? The
answer 1s simple - Everything! Your beliefs and values
(especially the ones that you hold dear without
questioning ) will have a significant impact on the quality
of your thinking and problem solving. The quality of your
thinking will direct your decisions, actions and the
consequences of those actions. Good problem solvers
consistently introspect on their beliefs and values. Many
people in the world today are stuck in poor actions

because their beliefs and values are inadequate.
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Some people may consider questioning and
challenging current Dbeliefs and belief systems
disrespectful, negative and even evil. Positive problem
solving has to do with questioning and challenging the
status quo and may require changing or adapting your
beliefs and values. The good problem solver considers
which beliefs and values are harmful and holding her

back and works towards changing them for the positive.

People hold onto beliefs and values because of the
way they were brought up - tradition, culture, and
religion. However, it is historically clear that those
people and societies that have not adapted, have had to
pay a serious (and in many cases) an unnecessary
price. Your beliefs and values can either take you to the
stars or keep you in the slums. What you hold onto
dearly without questioning, and consider important
without introspection, can hold you back from solving
many of the problems in your life. So start introspecting

if you don’t do it already.
“Reason above everything else”
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OXFORD ENGLISH DICTIONARY
DEFINES BELIEF AND VALUE AS:

Belief Defined

v The feeling that something is real and frue

Confidence, trust, something accepted as truth

v Trust without questioning, evidence, facts or proof

Value Defined

v Desirability, usefulness and importance

The ability of a thing to serve a purpose

v' Something of great worth and importance
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The following checklist is a guideline for you to
introspect on your current beliefs and values in order

for you to improve the quality of your problem solving:

Write down your current belief or value clearly?

Ask why do you believe or value this?

Ask how this belief or value helps you?

Ask how this belief or value harms you?

Consider if it is positive, negative or neutral?

Consider if you should change or adapt ite

If you should change then to what?

If you don’t change what are the consequences?
What have you learned from this belief or value so fare
What should you keep doing, improve,do different, or stop?2
What negative attitude should you let go of?2

What positive attitude should you adopt?

A N N N N N N N N NN

Review your beliefs and values regularly
“I would rather have my mind

opened by my imagination than

closed by a limating belief”
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LOGICAL AND RATIONAL
OBJECTIVE AND MORAL AND
HAVE GOOD JUDGEMENT

“Face reality as it is, not as it was
or as you wish it to be”

- Jack Welch
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Boblem solving requires you to be conscious of and face
reality. You need to be logical and rational, objective and
moral and be able to make good judgments. Poor problem
solving happens when you lose sight of reality. You need
to be able to clearly distinguish facts from opinions. You
need to use your mind as the first port of call before
intuition and feelings. Poor problem solvers tend to disre-
gard reality and all the facts. They make bad decisions
because of poor logic and judgement. Because problem
solving also involves interaction with other people, it is

important to behave morally and accordingly.
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Logic & Rationality Defined

Reasoning correctly and information based on facts
Non contradictory, consistent and in context with reality

Rejecting explanations involving the supernatural

Judgement Defined

The ability to judge wisely
To give an authoritative opinion

To be able to distinguish between and evaluate right and
wrong, good and bad, positive and negative

Objectioity Defined

Real existence outside the mind - not subjective

Not influenced by personal feelings and opinions

Morality Defined

Concerned with the good or bad of human character
Principles of what is right and wrong in human conduct

Ethics are a set of principles guiding moral behaviour
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Disrespect, inconsideration or just plain negativity are
factors that need to be avoided if you are to become
a better problem solver. Successful problem solving

usually comes down to three things, namely:

v The quality of your thinking and information
v The quality of your character, people skills and relationships

v The availability of quality resources and favourable conditions

By adopting the characteristics of logic, rationality,
objectivity, judgement and morality you can be sure to
become a better problem solver. Violate these characteris-
tics and you will most certainly fail in your problem
solving at one point or another. The key is to become

mindful of your thinking and actions. How often do you:

x

Make bad judgments, lose your temper or panic?

x

Accept opinions and feelings for facts - ignore reality?2

x

Follow inconsistent and irrational line of thinking?

x

Treat others poorly and without consideration?

x Make quick assumptions and jump to conclusions?

By becoming more mindful you can avoid and prevent
such poor behaviours and problems and as a result make

better decisions.
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“[ get the facts,

I study them
patiently,
I apply
imagination”

- Bernard M. Baruch



THEY ARE CREATIVE
AND CAN VISUALIZE
“Imagination s more

umportant than knowledge”
- Albert Einstein
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; -Vhere would problem solving be without creativity and
visualization? Good problem solving requires holistic

thinking. This implies thinking that is both critical and
creative. Edward de Bono defines creativity as bringing
Into being something that was not there before that has
value. Creative thinking is useful when conventional
thinking fails to generate solutions to problems. The
ability to visualise and create future scenarios is

powerful. That is why techniques like mind mapping are
Visualizing involves forming pictures,

so effective.
concepts, feelings and images of solutions.
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Visualizing is not always easy for everyone. Some
people have trouble seeing in pictures and using their
imagination. This is not an issue. Visualization can
involve mental pictures, feelings, mind maps and
scenarios, so you can use whatever style you prefer.
When solving problems you should always write the
problem down. Putting pen to paper will make it much
easier for you to visualize the problem. When you clarify,

write or draw the problem you can use:

v Colours, pens, brushes or design software
v’ Pictures, magazines, graphs or drawings

v" Videos or multimedia

Our minds work with images and using these
techniques will make it easier for you to clarify problems
and possible solutions. Creativity and visualization go
hand in hand. Problem solving would not be the
same without these two characteristics. Every problem
requires the generating of ideas and by adopting a
creative mind set and visualization techniques you can
make problem solving much more effective. Remember

to let your creativity flow.
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They can generate many new or better ideas

The can see many ways of doing things not just one way
They can see new and improved ways of doing things
They are original, flexible and able to see things differently
They can connect seemingly unrelated things

They challenge traditional ways of doing things

They can visualize problems and ideas using imagination
They can create new valuable combinations

They are comfortable with making provocations

They ask ‘what if’ ‘why’ and ‘why not’

They are flexible in their thinking

They delay judgement and keep an open mind

They have a good sense of humour

They can think critically as well as creatively

They can distinguish the big picture from the details

They make experiments and fry new things

“Visualize this thing that you want,
see it feel 1t, believe i it. Make your
mental blue print, and begin to build”

- Robert Collier
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“Do not go where
the path may lead,
go instead where

there 1s no path
and leave a trail”

- Ralph Waldo Emerson



THEY ARE CONSIDERATE
AND GENUINE

“Courteousness 1s consideration for others,
politeness 1s the method used to deliver it”

- Bryant H. McGill
\) ‘0,
-

/

-
A

‘on \|‘

(L4

C ertainly one of the biggest causes of problems (small
or large) worldwide is the lack of consideration. The
Oxford English dictionary describes being considerate as
the taking care not to hurt or inconvenience others. The
word consideration is also described in the dictionary as
careful thought, kindness and a fact that must be kept in
mind. Examples of poor consideration can be as large as
disrespectful or derogatory behaviour to another based
on culture, race, religion, sex or age. Other examples
include violating fairness in queues, giving preferential

treatment or speaking loudly at the cinema.
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Why do people behave in such inconsiderate ways?
The answer keeps revealing its ugly head constantly -
The active aversion from thinking about the conse-
quences of your actions and how they may affect other
people, cultures or environments etc ... Another reason
includes the active and conscious pursuit to cause harm
to another. Consideration is very similar to Mindfulness.
To prevent or solve problems more effectively take note
at how your behaviour and actions may affect another or

a situation.

The Oxford English dictionary defines genuine as
really what it is said to be, authentic or real. Good
problem solvers exhibit genuine behaviour with other
people. They are not fake or hypocritical. People
appreciate this quality because it is an indication that
you are honest and worthy of trust. Remember to be
considerate, polite and genuine with others and you will

solve your problems more easily with the help of others.

“Feople don’t care how much you know
until they know how much you care”
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Be authentic, real and genuine and really listen

Be mindful of your words, actions and behaviours

Be mindful of other cultures, languages and fraditions
Don't discriminate against others superficially

Don't be hypocritical or have double standards

Make sure you follow the golden rule: freat others as you
would like them to freat you - with respect and dignity

Use the words: ‘Please, Thank you, | am Sorry and Excuse
me' more often and show genuine interest and concern

Take steps to become more mature - don't actively pursue
harming another - as no good can come of active,
unprovoked harmful intent

Consider fora moment how your actions may be affecting
other people and take action to correct them

Ask yourself how you would feel if you were in the other
persons sifuation and avoid harming others

“Remember to say Thank You”
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THEY ARE NOT SHY
ABOUT ASKING QUESTIONS

“Wisdom begins with Questioning... The most difficult
questions to answer are those left unasked, you can’t
confront ignorance unless you furst confront the truth”
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R emember when you were a child? You used to be
curious about everything. You used to ask questions. You

used to get excited about things. Things like ice cream,
movies, books, games, outings, friends and playing. The
world, as a child, is an exciting and wonderful place. The
world was full of mystery and adventure. As a child you
just want to know everything about everything there is to
know about. You used to ask questions to explore and
discover. What happened? Many parents and schools

suppress children questioning current beliefs, traditions,
ways of doing things or current knowledge.
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No wonder that as teenagers and adults we tend to
ask much less questions for fear of ridicule, looking
stupid in front of others or making mistakes. If you want
to improve the quality of your problem-solving you have
to be willing to ask all the necessary questions. The
more questions you ask about the problem the more
likely you will solve the problem. A famous author once
wrote that the secret of science is in asking the right
question. Get into the habit of asking questions and add

the following to your vocabulary:

What

Why and Why not
When

Where

Who and for Whom
How

What else

What if

What next

With what

How long

What for

N N N N N N N N N N N
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Write the above questions on a card, laminate it and
put it in your wallet or handbag for easy reference.
Alternatively, type them on your cell phone, laptop, PC
or anywhere else that will be easily accessible to you as

reminders. Good problem solvers remember to:

Continue asking questions

Be sceptical, logical and rational

Get and stay informed with credible information
Pay close attentfion and focus

Think clearly, critfically and creatively

Listen clearly

el e e e e IR e B e

Keep an open mind

Every time I am faced with a problem the first thing
I do is ask myself, “what is the problem here?” By doing
this I am able to mindfully reflect on the problem. These
questions activate your rationality. Use them and see

your problem solving ability take flight.

“He who asks a question may be a fool
for five manutes, but he who never asks
N ° 2
a question remains a fool forever
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“I keep six honest
serving men, they
taught me all 1 kneuw,
thetr names are

What and Where
and When and How
and Why and Who™

- Rudyard Kipling



THEY TOLERATE MISTAKES,
FAILURE AND CONSTANTLY LEARN

“He who never made a mustake
never made a discovery”

K “, - Herman Melville
-

/

-
N

o \|‘

W7

Problem solving i1s not without making mistakes or
failure. Problems that are routine and mistakes that
have already been made, certainly do not have to be
repeated. However when it comes to solving complex
problems you should not shy away from addressing those
on the fear that you might fail. Management Consultant
Mike Lipkin once said - FAIL stands for First Action In
Learning. 1 have always loved the description because it
reminds us not to shy away from making mistakes and

rather focus on learning from them.
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It is important to think clearly and effectively about
every problem you face but unforeseen events and
consequences can sometimes happen. Don't let that
deter you. If you have made a mistake or failed face it,
learn from it and move forward quickly. Instead what
most poor problem solvers do when they make a mistake
or fail is to get stuck on the mistake or failure. They will
continue to beat themselves up over it and continue to
feel silly and stupid. This is a waste of your good energy

and precious time.

Management consultant Tom Peters says the
following on this topic “Fail Forward Fast - no screw ups
no learning” Making mistakes and failing just come
with the territory of solving problems. Accept that.
Learn from your mistakes and resolve not to repeat the
same mistakes and you will become a better problem

solver.

“The only real mustake
i$ the one not learned from”
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“Our greatest
glory 1s not in
never failing, but
N TISING Uh every
Lime we fail”

- Ralph Waldo Emerson



Acknowledge the reality that you have made a
mistake or failed

Identify why you have failed
Learn from history and the mistakes of others

Ask yourself what you can do befter or different
next time

Record your learning so you will remember next time
you review

Keep a lessons log and review and update it regularly
so that you don't forget your lessons

Remind yourself that wasting your energy on beating
yourself up will not improve the situation

Accept the situation and move on quickly

“Those who do not learn the lessons of
hastory are doomed to repeat them”
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THEY EXERCISE SERENITY AND
UNDERSTAND ALL THE FORCES

“There 1s only one way to happiness and
that s to cease worrying about things
which are beyond the power of our will”

N - Epictetus
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In all problems we face there are forces that can either
assist us or oppose us. The challenge is to understand the
forces that are at play in your particular problem and to
tap into those forces that would help you solve the prob-
lem and neutralize those forces that would stand in your
way. By identifying both supportive and oppressive forces
you will be in a much more mindful and capable position
of assessing of how to go forward. It is also important to
understand what forces are within your control to affect

or change and what forces are outside of your control.
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“Grant me the

serenaly to accept the
things I cannot
change, the courage to
change the things I

can and the wisdom
to know the dufference”

- Reinhold Niebuhr



The wise thing to do in every problem is to focus your
energy on the forces or elements that you have control
or influence over and detach from those that are outside
of it. Doing this will help you move forward in any
problem and avoid all the head and heart ache that
comes from trying to control or change things that you

really have no power to change.

Yet so much head and heart ache exists because
people don't focus on the things they can change but
harbour on those things that they really cannot change.
This is a very disempowering mentality. Your challenge
is to identify the forces for and against you and next to
each one indicate whether you have:

x  Direct control or influence
x  Indirect control or influence
x  Qutside of your control or influence

In each of the three options stated, it is a good idea
to understand the strength of your control or influence.
Is your control or influence:

2 Strong

r Medium
£ Weak or non existent
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THEY ARE EMOTIONALLY

INTELLIGENT AND INDEPENDENT
( EI ! “The greatest gifts you can give your
children are the roots of responsibility

and the wings of independence”

> “, - Denis Waitley
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Good problem solvers are emotionally intelligent and
independent. They are comfortable in their own skin and
do not need the emotional approval of someone else to
make them feel good or better about themselves. Good
problem solvers are confident, responsible, self reliant
and exercise choice. That doesn’t mean that they are cold,
rude, anti-social or don't like the company or attention of
others but that they are in control of themselves. They
are in control of their own thoughts, emotions and

actions. As a result they are considered independent.
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These qualities are important for good problem solving
because they promote mindfulness and responsibility
while discouraging rash emotions like anger, fear, worry
and panic. Emotional intelligence and independence
keeps the problem solver confident, responsible and self
assure. To be emotionally independent you don't close
yourself off from people but rather you become more
open to yourself. What you think and say about yourself
(Out loud and subconsciously) is more important than

what others think or say about you.

Great leaders, thinkers and problem solvers that add
(and have added) positive value to the world display self
control. These individuals understand that their emo-
tions come from their thoughts and so they manage the

quality of their thoughts towards positive ends.

“If you are not able to manage your
distressing emotions, you are not

going to get very far”

- Daniel Goleman
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Whenever you feel that your emotions are taking over
when your mind should be at work use the phrase
HEADS UP either silently to yourself or out loud Gf you
are in a group) to activate mindfulness. You will see a
dramatic difference in your problem solving when your
mind is doing the thinking and your heart is doing the

feeling and not the other way around.

Be confident, believe in yourself first and don't be afraid
Get comfortable in your own skin - appreciate yourself
Become more empathetic of yourself and others

AN NN

Be aware of your thoughts and emotions - learn to
confrol and direct them towards positive ends

AN

Remind yourself that if you are not your own best friend

then it becomes harder to be confident, responsible

and self reliant because you depend on others and the

goal is fo become independent and self reliant

v' Ensure that your SELF esteem comes from yourself FIRST -
you have to love yourself before others can love you

v Listen to the views and opinions of others but remember
that you are ultimately responsible for what you choose
to think, feel and act - don’t be a victim

v' Be independent of what others think or say about you
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“Nobody can put you
on a downer 1f you
don’t want to go there,
you take full
responsibility for
yourself and see the
difference”

- Leo F. Buscaglia



THEY ARE OPTIMISTIC,
INSPIRED AND MOTIVATED

A man s about as happy as he
makes up his mind to be”

- Abraham Lincoln
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What 1s motivation and why is it important in problem
solving? The Oxford English Dictionary describes the
word motivation as fo give an incentive, stimulate the
Interest of or inspire. To solve any problem you should be
constantly reminded of the reason, the incentive, the
'Why' or the motivation for solving it. When you solve just
about any problem it can either be to acquire more value
or pleasure or to reduce or eliminate pain or suffering in
life. But whatever the reason for solving your problem, it

is so important that you make sure to stay motivated.
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Often when you deal with very complicated problems
or problems that take more effort or time to address you
may become de motivated, uninspired, drained, irritat-
ed, annoyed or impatient. These are normal human
responses but if you are not aware of your state of
thinking or manage it accordingly you may cause more

damage to yourself in addressing the problem.

So the challenge of staying motivated is really a
challenge of mindfulness, management of your energy
and serenity. Many people do not actively manage their
motivation and leave it to their mood or the weather.
Good problem solvers activate their mindfulness to get
motivated. The following checklist highlights some of

the things you should consider to stay motivated.

“Feople often say that motivation
doesn't last. Well, neither does bathing,
that's why we recommend 1t daily”
- Zig Ziglar
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Keep your goals and success fop of mind everyday
Take a break and get back to a state of serenity

Take a clear perspective of the situation

Read an inspiring poem, quote or book

Watch a funny or inspiring movie or video

Play a game and get energized

Listen fo inspirational music or talks

Visualize success as clearly as you can - use pictures,
videos or photos to connect with your goals

Remind yourself of all the pleasure and success once
you accomplish your goal and solve the problem
Remind yourself of all the pain, suffering or frustration
that you want to be rid of when you solve the problem
Think of one of your heroes or heroines and ask yourself
what keeps (or has kept) them motivated during tough
fimes or when overcoming problems

Believe in yourself first - be confident and remember
that people believe in those who fruly believe in
themselves

Remember to see the glass as half full not half empty
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“The pessimust sees
difficulty in every
opportunity,
The optimust sees
opportunity in
every dufficully”

- Winston Churchill



THEY HAVE A GOOD
SENSE OF HUMOUR

“Laughter 1s the best medicine”
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Where would good problem solving be without a good
sense of humour? Humour is defined in the Oxford
English dictionary as amusement. It’s important to have
a sense of humour because it opens your mind to new
ideas, it breaks down tensions between people, and adds
positive energy. Good problem solvers are serious about
addressing any problem but can still laugh at themselves,
the situation, the problem, and the ideas. A good sense of
humour is healthy in solving problems because it will

ensure that egos and personal tensions dissolve.
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Everyone has a sense of humour. Everyone enjoys a

good laugh. You don’t have to be a clown, stand-up

comedian or the president to be funny. What you do need

to do is be open to laughing at the situation. Too many

people are too serious in the world today. They are angry,

anxious, irritated and miserable. Humour uplifts your

energy. It makes challenges and problems more bearable.

So don’t let yourself be miserable. Open your mind,

laugh, and see the humour in all things.
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Make the effort fo smile more often

Try to see the funny side of every problem and situation
Purchase a joke book and read a joke everyday

Laugh with people - don’t use humour to harm others

Be willing to laugh at yourself

Remember that humour makes you question

Every tfime you feel that things are too serious make a joke
to break the tension and uplift spirits

A joke adds positive energy and builds relationships
Remember that humour keeps negativity and egos at bay

Humour helps to point out problems and challenge them

“Great minds think alike but fools never differ”
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“Don’t take
lfe too
serwously, after
all no one
gels out alive”



THEY MANAGE PRIORITIES,
TIME AND ARE ORGANIZED

“Do first things First”

- Stephen R. Covey
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G ood problem solvers manage priorities and time
effectively. When addressing any problem they clearly
distinguish the important from the urgent. Since you deal
with so many problems on a daily basis, it is necessary to
distinguish which problems to address first. Poor prob-
lem solvers attempt to solve their problems haphazardly.
They don’t prioritize. They don’t manage their time
accordingly. As a result they don’t solve their problems
effectively. The result of poor time and priorities

management affects your problem solving.
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Mindfulness is essential when managing priorities
and time. The world may be spinning out of control
around you. You may be stressing about a thousand and
one things. But whatever you do, you must make sure
that your priorities come first. Simply put, you deal
with the more important problems first. You manage
your time around your priorities. One of the key skills
(and a common theme in this book) is the importance of
WRITING your priorities down. When you start your
day, WRITE down exactly what you want to accomplish
and list your goals in order of importance. Once you
have listed what is important and urgent, assign a time

when you will begin and when you expect to be finished.

Good problem solvers are organized. They know which
goals they need to accomplish, when and in what order
of importance. Being organized helps you become more
efficient in solving problems. Organized problem solvers
have a good filing system and always prepare in advance
for challenges ahead. They know when to say NO to
people or things by distinguishing between what is

urgent and what’s important in their lives.
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By managing priorities and time you will deal with

your problems more effectively and efficiently. You will

get the sense that you are in control of your life. As a

result you’ll gain confidence and a sense that you can

trust in yourself to solve just about any problem. The

following checklist provides pointers to consider when

managing priorities and time:
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Write your priorities down in a list, mind map, or diary
Plan your day at the beginning of every day

List exactly what you want to accompilish

Next to each item write if it is urgent, important or both
Write down when you will start and finish each task
Tick off each task you're done with

Know when to say NO to people, things or distractions
Have a filing system - keep it in order and up to date

Don't leave things to the last minute

Urgent AND Important tasks come first
Important but Not Urgent tasks come second
Urgent but Not Important tasks come third

Not Urgent and Not Important tasks are last or not at all
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THEY ARE DISCIPLINED
AND PATIENT

“Duscipline s the bridge between
goals and accomplishment”

- Jim Rohn
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G ood problem solvers understand that not every
problem can be solved overnight. Problem solving
requires discipline and patience. Discipline is described
in the Oxford English dictionary as self-control, will-
power and restraint. Patience is described in the Oxford
English dictionary as calm endurance of hardship,
Inconvenience, delay and perseverance. Poor problem
solvers jump to conclusions, make quick assumptions and
do not follow through effectively with plans and actions.

The result causes many problems so be mindful.
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So how do you become more disciplined and patient?
Are these skills that you can suddenly acquire?
Unfortunately, the answer for many people is no. The
good news is that with practice, these two characteris-
tics can be improved. That is why it is such a good idea
to regularly reflect on your problem-solving activities.
Use mindfulness to remind yourself to be patient.
Not all problems are simple to solve. We have to deal
with many uncertainties and problems that stress us.
However, it is better to be patient and disciplined in
your problem-solving efforts. Use the following checklist

in your efforts to enhance these two characteristics:

v' Don't jump to conclusions or make quick assumptions

v' Don't lose sight of your priorities

v' Keep your eyes on solving the problem BUT don't get
overwhelmed by the problem itself - take it step by step

v' Don't have unrealistic expectations

v If you fail then get up and try again or try something
different - remember that Rome wasn’t built in a day

v' Be patient and persevere in your problem

v' Keep your cool and detach from negativity

v' Be confident and emotionally independent
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“It's not that

['m so smart,

ot's qust that

[ stay with
problems longer™

- Albert Einstein



THEY CAN
BUILD SCENARIOS

“The best way to predict

the future is to invent it”
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Good problem solvers are able to think ahead. When I
was in school, I played on the chess team and even earned
gold achievement awards for chess which I think my best
friend deserved more than I did. Chess is a game that is
often attributed to nerds, and I guess I was one. However,
the value that chess teaches you is often understated. It
teaches you to think a number of moves ahead in the
game as well as in life. The great chess players confirm
this in their books. They foresee the moves of the game

and predict the moves their opposition will make.
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Great chess players use scenarios to predict what can

possibly happen next. Once they visualize the different

scenarios they attempt to lead the other player into

those scenarios. To start building scenarios use the

following guidelines:
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Slow down! Don't just move for the sake of moving

Be objective, have patience and think clearly
Understand the rules of the game you are in
Understand the problem and challenge clearly
Understand the interests of all stakeholders
Understand your own strengths and weaknesses
Understand all the forces and limitations at play

Think a number of moves ahead and aftempt to lead
the game instead of just playing from move to move
Ask ‘what if’ and consider the consequences
Consider how the environment or rules may change
Make objective speculations and calculations

Use visualization fechniques to picture future scenarios
Learn from others, past mistakes and history’s lessons

Consider the different perspectives and consequences

Problem solving requires you to be proactive and you

can do this by getting better at building scenarios.
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Using scenario thinking you may say that if event X
happens then the result will be consequence Y and your
response can be decision Z. However if event A happens
the result will be consequence B and your response can
be decision C. For each given scenario, consider how

likely it is to occur. Is it:

Severely unlikely
Not likely
Uncertain

Likely

(o o e e I o

Very likely

Is the likelihood based on your intuition or trends,
facts or opinions, is it plausible and feasible, is it possi-
ble given the current realities, technologies, cultures,

systems and limitations?

Are you a creature of circumstance or
a creator of circumstance”
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THEY HAVE COURAGE
AND CONFIDENCE

“Courage 1s resistance to fear,
mastery of fear; not absence of fear”

- Mark Twain
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Good problem solvers are confident. The Oxford English
dictionary describes confidence as a feeling of certainty
and self-reliance. Good problem solvers are assertive and
self-assured. They believe in themselves and have a
strong sense of self-worth. To be confident doesn’t mean
that you have to step on or harm other people. It means
that you truly trust in yourself, in your skills, abilities
and the value that you add. Many problems are intimi-
dating. You have to be able to believe in yourself. Courage

is defined as the ability to face danger without fear.
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Many people fail at problem solving, not because
they don’t have the skills or abilities but that they lack
the confidence and courage. Yes, the problems in your
life are challenging. But if you don’t believe in yourself
and face your fears you will not achieve your full poten-
tial or solve your problems. Good problem solvers affirm
their value and self-worth to themselves. They realise
that even if they make mistakes and fail, they must
continue to persevere. There is an old saying that goes
if T am not for myself then who will be for me'. Good

problem solvers believe in themselves first.

¥ Stand up for and believe in yourself - Don't be afraid

{3

Use affirmation and reflection to assert yourself

¥ Remember that old proverb that if you don’t believe in
yourself others will not believe in you

2 Remember that problems will always exist and it is better
fo have confidence and courage when facing them

3 Remember that confidence starts with your SELF

x Remember that old lyric that ‘learning to LOVE yourself

is the greatest love of all’ - this is the root of confidence

¥ Remember that FEAR can only be overcome with courage
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“I must not fear.
Fear 1s the mind-kuller.
[ will face my fear.
Lwill permat t to pass

over me and through me...
and when it has gone...
there will be nothing.
Only I will remain™

- Frank Herbert



THEY ARE RESPONSIBLE,
TRUSTWORTHY, HAVE
INTEGRITY AND CHOOSE

“The hughest possible stage in moral culture is when
we recognize that we ought to control our thoughts”

- Charles Darwin
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Good problem solvers are responsible individuals. They
take full responsibility for their beliefs, values, thoughts,
feelings, decisions, actions and the consequences of those
actions. They exercise choice proactively. They under-
stand that by becoming responsible and proactively
choosing they take control of their lives. Good problem
solvers are trustworthy and have integrity. This means
that you can be relied upon and that you are honest and
incorruptible. When you adopt these qualities you can be

sure to become a better problem solver.
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Responsible Defined

Legally or morally obliged to take care of something
Having tfo account for one’s actions

Capable of rational conduct

Trustworthy Defined

Firm belief in the reliability, truth or strength of something

Worthy of trust and reliable person or thing

Integrity Defined

Honesty, incorruptibility, wholeness and soundness

Choice Defined

A variety from which to choose
Select out of a greater number of things

Decide, prefer, or desire
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All these qualities have one thing in common. In
order to be a successful problem solver you have to
become mindful of your choices. You have to take full
responsibility for your thoughts, decisions and actions.
You have to use your good judgement to make positive

decisions and take positive action.

Good problem solvers have integrity. They display
good character. They are honest with themselves and
with others. Integrity, trustworthiness, responsibility
and the ability to proactively choose are characteristics
that work together to make you a better problem solver.
If you think about it so many of the problems that we

experience in the world today are the result of:

% Dishonesty, lying and lack of frust

% People not taking responsibility for their actions

x  People making bad decisions and choices

% Corruption and lack of morality and integrity

% Lack of respect and consideration for self and others

% Having double standards and being unfair

“Whatever s begun in anger ends in shame”
- Benjamin Franklin
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“Between stimulus and
response is a space, i
that space lies your
[freedom to choose your

response, in those choices
lie your growth and

happiness”

- Stephen R. Covey



THEY CAN CHANGE
AND ADAPT QUICKLY

Anything can be changed if you
dedicate yourself to the process”

- Leo F. Buscaglia
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Problems and challenges are not always static. They can
change, evolve and morph. Good problem solvers under-
stand that if things don’t work out as planned or if the
circumstances change, so too must they. Poor problem
solvers get scared of changing. They think that if they
ignore the change around them, that it will not affect
them. This is clearly a mindless approach as change and
its consequences will catch up to you at one point or
another. Good problem solvers seek to understand the

change clearly and then take action to solve the problem.
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It 1s your inability to recognize that you need to

change or adapt that keeps you from solving the

problems in your life. Management consultant Tom

Peters once said that, “it only takes a second to attain

change but a lifetime to maintain it.” You must realise

that change may not be easy but it is necessary if you are

to get unstuck from your present pattern (of thinking or

action) and move into a new one. Effective problem

solving cannot take place if you are not willing to change

your approach or be open to try different ones altogether.
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Activate your mindfulness

Ask yourself “What or who needs to change here?”
Consider if the change is inside or outside of you

Be reasonable and objective - Don’t Panic!

Consider all the factors that will need to change
Consider all the stakeholders to involve

Where are you now in relatfion to where you want to be
Consider all the consequences related to the change
Visualize and portray the change clearly

Define success “the change will be a success when...”
Source all the knowledge and resources required
Write it all down in a action plan

Take action, monitor regularly and learn
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“It 15 not the strongest
of the species that
survives, nor the most
inlelligent that
survives. It 1s the one
that 1s the most
adaptable to change”

- Charles Darwin



THEY COMMUNICATE
CLEARLY AND LISTEN

“Why need I volumes, if one word would suffice”
Ly 5

- Ralph Waldo Emerson
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S ome of the biggest causes of problems in the world are
because people don’t communicate clearly or effectively
with one another. Sometimes problems are caused be-
cause people make assumptions and jump to conclusions
based on what they ‘think’ they heard. Sometimes
problems are the result of over complicating
communication. Poor problem solvers are bad listeners.
They tend to talk far more than listen. They may give the
impression that they are listening but all they are inter-

ested in is in having their say without hearing feedback.
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Poor problem solvers complicate their communica-
tions. The reasons for complicating rather than simpli-
fying communications comes from our schooling as well
as our want to show off ‘how clever we are’ (Ego). Good
problem solvers do just the opposite. They understand
the importance of listening carefully without jumping to
conclusions or making quick assumptions. They also
understand that simplifying a message is better for
clearer communication as long as the message is not
lost. Good problem solvers are open to communicating
with others. They invite others to give feedback and
genuinely listen to what is said. Remember that in order
to solve any problem (especially with the help of others)
you have got to be able to communicate your message
clearly and be able to listen to others effectively without

jumping to conclusions or making quick assumptions.

Communicate simply and avoid jargon

Check that the message is clear and easy to understand
Be open to feedback and encourage suggestions
Listen Listen Listen - don’t just assume you know
Checkthat you understand and that you are understood
Don't be rude orinterrupt others - let them have their say

A N N NN RN

Say what you mean and mean what you say
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4 “Lasten, or
thy tongue
will keep
thee deaf

K - Ame n Indian Pro y




THEY CAN OVERCOME
NEGATIVITY AND DETACH

“Those who are free of resentful
thoughts surely find peace”

> “, - Budda
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G ood problem solvers know how to manage their own
negativity as well as detach from the negativity of others.
In solving just about any problem you will encounter
some negative people and situations. The good problem
solver doesn’t let the negativity of others or the situation
affect her goal. Poor problem solvers tend to get caught
up in a web of emotional blackmail, negativity and as a
result, don’t effectively solve their problems. But how do
you guard yourself against the negative energy of other

people? How do you detach from negativity?
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First and foremost you need to activate your mindful-

ness and realise that adopting a negative attitude (as

discussed earlier) will not help you solve the problem

better. You need to stop feeling sorry for yourself and get

out of the rut you may have dug for yourself. Most

importantly, you need to let go of your anger. Remember

that any emotion (positive or negative) is the result of

your thoughts which you can choose. So be mindful and

choose thoughts that will lead to positive emotions.
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Recognize and acknowledge that you are negative
Centre, take slow deep breaths, calm down and relax
Go somewhere else to cool off, and reflect

Use humour to jump start positive energy or fo jolt
yourself out of a negative state of mind

Decide that you would rather be positive and objective
than negative and emotional in addressing the problem
Write down what you are negative about - be specific
What is causing the negativity - what can be done?
Consider and list the options - use creativity and reason
Consider the consequences of your actions and be
mindful - do you prefer to experience the positive or
negative consequences of your actions?

Take responsibility and action

Don't be a victim
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“Holding on to anger
15 like grasping
a hot coal with the
inlent of throwing it
at someone else;
you are still the one
gelting burned”
- Budda



THEY SHOW EMPATHY
AND FORGIVENESS

“Forgiveness saves the expense of anger; the
cost of hatred and the waste of spirits”

- Hannah More
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Good problem solvers understand the value of empathy
and forgiveness. Empathy is defined in the dictionary as
caring, compassion, sensitivity, sympathy and under-
standing. Good problem solvers understand that when
working with other people it is important to show
empathy. Working with machines, computers and things
obviously doesn’t require empathy. Things don’t have
emotions or feelings and cannot be upset or de motivated.
People can and do. Good problem solvers can put them-

selves in the other persons shoes and be empathetic.
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Forgiveness is described in the dictionary as
amnesty, excusing, overlooking, pardoning and
releasing. In order to forgive somebody you decide to let
go of the past transgressions. Poor problem solvers have
difficulty showing forgiveness. In other words, they have
difficulty letting go of the past. They remain angry and
bitter. Good problem solvers understand that by forgiv-
ing the past or another person, they release themselves
from the past negativity, pain, hurt or sadness. Good
problem solvers do not forget the past, instead they
detach and learn from it. Poor problem solvers don’t
learn the lessons of the past and history, instead they
repeat the very same mistakes of poor problem solvers
that came before them. Forgiveness doesn’t require the
other person to be present, just your own mindfulness
and the decision to let go of the past negativity that is
keeping you upset. Some problems can be avoided and
solved just by becoming more empathetic with other
people and being able to forgive others as well as

yourself.

“Heal the Past, Live the

Present, Dream the Future”
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Acceptance of what
has happened 1s
the furst step to
overconung the
consequences of
any musfortune”

- William James



THEY CAN
NEGOTIATE EFFECTIVELY

“Don’t negotiate out of fear but
don’t ever fear to negotiate”

- John F. Kennedy
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Good problem solvers are effective negotiators. Poor
problem solvers have the “it’s my way or the highway”
attitude. They are not willing to listen to others or to
understand the others point of view. Negotiation is
defined in the dictionary as discuss in order to reach an
agreement or succeed 1n passing round or over a problem.
Negotiation requires you to be mindful and considerate of
the other person and to listen clearly. Good problem
solvers understand that when dealing with just about

any problem, people may not always agree.
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This is where negotiation comes in. To improve your
negotiation skills you have to park your ego and
prejudice at the door. You need to be willing to see the
other persons perspective. You need to use your
objectivity, rationality and logic to understand the
problem, and then to use your creativity to think of
alternatives that will satisfy all the people in the
negotiation. Use the phrase ‘What will make you happy
OR What will satisfy your needs’ when negotiating. Get
all parties to list their requirements, needs and
definition of success and identify ways to reach an
agreement. If you really cannot come to an agreement
that would satisfy all the people then everyone should

agree to disagree agreeably.

Decide to be mature, rational and creative

Listen to the others point of view and keep an open mind
Write everything down clearly and to the point
Consider how you can satisfy everyone's requirements

Use the SCAMPER technique to generate ideas

N N

If you cannot agree then agree to disagree agreeably
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A problem
well defined 15
a problem half

solved”

- Albert Einstein



HEADS UP!
THERE’S A PROBLEM

“Open your eyes, open your mind...an open mind
is far more powerful than a clenched fist”
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Problems are better addressed when they are clearly
defined and understood. Poor problem solvers make
quick assumptions and jump to finding solutions before
they have defined or clarified what the problem actually
is in the first place. In dealing with (just about) any
problem your challenge is to become mindful of yourself
and the world around you. Many people suffer with prob-
lems because they don’t know how to recognize, clarify
and face their problems effectively and as a result they

feel anxious and overwhelmed most of the time.
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Your challenge is to define clearly what the problems
are in your particular situation. Is the problem ‘out
there’ or ‘within you’? Is the problem within your control
or outside of your control? Do you clearly understand
what the problem is? Can you summarize it into a
concise sentence? Are you being proactive or reactive?
Are you dealing with part of the problem or the total
problem? Are you taking full responsibility for address-
ing the problem or are you avoiding and ignoring it? Are
you objective and reasonable or out of control and

emotional?

A great phrase I like to use to activate a mindful state
is “HEADS UP”. Like the Ostrich, poor problem solvers
stick their heads in the ground, panic, get anxious,
reactive and as result solve their problems poorly or not
at all. Good problem solvers activate their mindfulness.
They take responsibility, use objectivity, logic, creativity
and choose to be positive and proactive in addressing the

problem at hand.

“Begin with Reason,

Jollow through with Fassion”
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CLARIFY, LABEL AND
DEFINE THE PROBLEM

“Make everything as simple as
possible, but not simpler”

- Albert Einstein
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One of the biggest causes of poor problem solving comes
down to not clarifying or labelling problems correctly.
Poor problem solvers tend to misdiagnose or mislabel
their problems and as a result, solve their problems
ineffectively or not at all. As discussed earlier, good
problem solvers activate their mindfulness. Once they
are mindful they ask themselves the question “what is
the problem here?” Once this question is asked you need
to clarify specifically the problem at hand and then label

it as clearly and specifically as possible.
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The purpose of labelling a problem is to clarify what
the problem is. You might say “this is a medical problem
or that is a marketing problem.” The label makes
clarifying and defining the problem much easier. It is also
useful to elaborate on the label by using a descriptive
adjective. For example, you might say “this is a routine
medical problem or that is a complex finance problem or
this is a simple relationship problem.” Once the problem
is clarified use the phrase TO DO WITH to elaborate further
on the problem label. For example “this is a marketing
problem TO DO WITH promoting products to customers
during the December holidays.” The key is to be as
specific as possible. If many people are addressing the
same problem you must ensure that they all understand

and agree with the problem statement.

Consider if the problem is routine, unique or
combination of both? By answering these questions and
labelling the problem the generating of ideas becomes far
more effective. The solutions for a routine problem would
come from existing information, knowledge, and research
as well as from experts who have addressed this problem

(or a similar one) before.
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If someone has already solved the problem you are
facing it is more efficient to learn from that person than
re-invent the wheel unnecessarily. The solutions for a
unique problem require creative efforts and techniques
such as lateral thinking, visualization, experiments,
prototypes, brainstorming and mind mapping to name

just a few.

If the problem is a combination of both routine and
unique, it is important to recognise which aspect of the
problem is which. Those aspects that are routine can be
solved using existing knowledge and those that are
unique can be solved creatively. One of the key skills of
becoming a better problem solver is to be able to see a
situation from many different perspectives. Good
problem solvers can see the problem from one perspec-
tive and then shift their perspective to see the problem

from a different one.

“Who 1s Wise?

One who learns from every man™
-/oma
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The key skill is to listen and to keep an open mind.
A closed or arrogant mind will refuse to see the different
perspectives of a problem. The closed mind will refuse
to acknowledge that ‘it’ may be part of the problem.
That is why it is important to park your ego at the door.
For a problem to be well defined you need to be able and
willing to see all the angles and all the perspectives

concerning it.

CHECKLIST FOR LABELING PROBLEMS MORE EFFECTIVELY

Is it simple or complicated?

Is it routine, unique or a combination of both?

Is it general or specifice

Is it out there or within you?

Is it a symptom or a cause?

In how many other ways can you define the problem?
Are you looking at the problem from all perspectivese
What need or want is the problem related to?

Do all stakeholders agree with the problem statement?
Are you listening clearly?

Are you objective and faire

Can you see the forest from the frees?

A N N N T N N e N N A

Consider what you may be missing
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“Sometimes the situation s
only a problem because it 1s
looked at in a certain way.
Looked at in another way,
the right course of action
may be so obvious that the
problem no longer exists”

- Edward de Bono



WRITE IT DOWN AND
KISS IT!

“Our life is frittered away by
details ... Simplify Simplify”

- Henry David Thoreau
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Problem solving is easy when it is clear what the problem
is in the first place. Poor problem solving happens when
the problem is not clarified or understood. When you face
any problem you should write it down as clearly and
concisely as possible. Writing down a problem and keep-
ing it simple helps with the clarification of it. Poor prob-
lem solvers jump to conclusions and start looking for
solutions before they clearly understand the problem. If
the problem is written down, clarified, discussed and

simplified, then the real problem begins to emerge.
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KISS stands for KEEP IT SHORT AND SIMPLE.
Whatever problem you face, no matter what it is, if you
have a clear statement and an understanding of it, you
will be in a much better and more effective position to
address it. Just think, whether the problem is in
business, in a relationship or a personal situation, you

will be in a much better position to solve the problem if:

v' You are mindful, objective, logical and reasonable
v You clearly understand the problem

v" Your stakeholders understand the problem

v The problem is written down and visible

v' The problem is described clearly and concisely

Yet, when you observe poor problem solvers, you
will find the opposite characteristics from the above list.
Poor problem solvers lose their cool and jump to
conclusions. They don’t clearly understand the problem
and are not on the same page with their stakeholders or
partners in the understanding of the problem. The
problem is not written down. The problem is often
confusing and not clearly understood. So remember to

KISS so you can kiss your problems goodbye.
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DEFINE THE CRITICAL
SUCCESS FACTORS

“The limited number of areas in which results,
if they are satisfactory, will ensure success™

- John F. Rockart
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Critical success factors are the elements in your problem
that you want to accomplish, achieve, or acquire. When
you successfully solve your problem, each and every
one of your critical success factors is addressed. So what
is the definition of success in your current problem? Good
problem solvers define their critical success factors
clearly. Critical success factors can be used to measure to
what degree you have solved your problem. Poor problem
solvers don’t define their critical success factors clearly

and accomplish mediocre results.
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After a problem is clearly defined the next question
to ask is “what does success look like?” An example
phrase I like to use and answer is “I will be successful or

i

overcome the problem when...” and then list and
elaborate on each element clearly. To define your critical
success factors simply write a list of all the factors or
elements that need to be addressed in your problem
solving effort. Then elaborate on how each element
contributes to the success of your problem. Define by
which date should success be accomplished. Define to
what quality or standard should each factor adhere to.
Critical success factors can be presented in various ways

including: lists, diagrams, percentages, presentations,

share prices, drawings, schematics, and formulas.

CHECKLIST FOR CRITICAL SUCCESS FACTORS

v’ List and elaborate on your definition of success

v Be as specific as possible

v' Finish the following sentence “I will succeed / overcome
the problem when...”

v' Consider the quality standard you want to accomplish

v' Consider the deadline that you want to be finished by

v' Ensure that goals and crifical success factors align
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ASK AN EXPERT OR
QUALIFIED PROFESSIONAL

“If I have seen further than others,
it 1s by standing wpon the shoulders of giants™
- Sir Isaac Newton
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M any problems you face on a daily basis don't have to
be addressed on your own. There are so many experts and

specialists in the world that make a living to help others
solve their problems. Whenever you are faced with a
problem that you are uncertain about, the first thing you
should do is to find an expert in that field that can advise
you and help you to solve the problem. It is silly and
arrogant not to take advantage of the vast expertise that
1s available in the world today. There is simply no excuse,

we are living in a world that is an ocean of information.
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Access to expertise is abundant. Don't be lazy or
arrogant. Experts can teach you about their area of
expertise and experience. What has worked in the past
and what has not. The Internet is brilliant for finding
and accessing experts around the world and for finding
answers to questions. Use mediums such as search
engines, online forums, blogs, chat rooms,
encyclopedias, books, (electronic) journals, articles,

podcasts, google.com, wikipedia.org, answers.com,

ehow.com and howstuffworks.com to name just a few.

However, make sure that the expert or specialist
providing information is accredited to do so. As a
problem solver you can't just go on opinion or faith. You
have to ensure that your thinking is directed by facts,
objectivity, logic and good judgement. Don't just take the
word, general opinion or views of those who (even if they
are your family or friends and have your best interests
at heart) don't have all the necessary information,

expertise or qualification to solve the problem.

“When the student is ready
the teacher will appear”
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RESEARCH AND
GATHER INFORMATION

“He who does not increase
his knowledge decreases it”

- Hillel
\) ‘l,
-

/

-
A

‘o \|‘

(L4

The good problem solver does her research. It is
important to gather as much information as possible
about the problem in order to decide how to go forward
in your problem solving effort. Poor problem solvers
ONLY use their intuition and gut feel. It is certainly
important to acknowledge and use your intuition in
solving problems. However, you should never replace
research and the gathering of information with intuition
and gut feel. Research is objective (based on fa