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Powerful Writing Tips

Improving Performance Through Collaboration

When it comes to work, are you a lone ranger? 
See if you identify with any of these statements:

�I can do it better myself.�

�The more folks involved, the less control I�ll have.�

�I like MY ideas and MY way of doing things.�

     The truth is, going it alone can lead to overwork and 
burnout for you, and can create unnecessary stress and 
tension in your workplace. It can breed competition, 
fear, dishonesty, tunnel vision and inef�ciency.
     So before you limit your chance for success, why not 
open the door to other people�s skills and experience. 
Collaboration is a win-win solution with many bene�ts, 
including the following: 

Do what you love. Everyone has a unique set of 
passion triggers, the things you love doing because 
they �re up your interest and you do them well. There 
are also, of course, the things you struggle with doing. 
By collaborating, you can divide up the tasks so that all 
involved get to do what they love.

More ideas. Brainstorming with a partner or team 
will inevitably lead to more ideas than one person can 
think up on his or her own. There�s also an incredible 
opportunity for innovation as people build on the ideas 
of others.

Belonging. It�s human nature to value the feeling of 
belonging, being part of something bigger and better 
than you are alone.

More is not always better.  Here are 10 tips to help your 
writing be concise, focused and powerful.

1. Get clear and focused before you start. Muddy 
thinking leads to muddy writing. 

2. Know your audience. Put yourself in their shoes�
what do they need (do you want them to get) from your 
article or report? In what voice?

3. What’s the point? Don�t bury this. Make sure your 
readers understand why it�s important to read your piece. 

4. Use “active voice.” Instead of �The design team 
was thought to be stellar by the judges,� write �The judges 
praised the design team.� Active voice is always more 
powerful and more interesting.  

5. Use more periods. Break up longer thoughts into 
two or more sentences. It helps keep readers on track. If a 

Relationships. Success in business, success at work, 
success in life, they�re all contingent on success in rela-
tionships. Collaboration is a place to learn, stretch and 
grow into more effective and healthy ways of interact-
ing with others. Collaboration can be challenging�and 
it�s worth it!

How to Be a Good Collaborator
Trust. Assume the best about people, and trust them 
with your head full of ideas. Have faith and remember 
that your collaborators want to do their best and feel 
good about their work at the end of the day. And trust 
the collaborative process, even when people do things 
differently than you would, and you can�t quite see 
how it will all come together. It will.

Be trustworthy. Mahatma Ghandi said that we 
need to BE the change we want to see in the world. So 
if you want to trust people, be someone they can trust. 
Act with integrity, do what you say you�re going to do, 
and be open and honest in your communication. 

Choose wisely. For each task that challenges you, 
there is omeone who loves it and does it well. Build a 
team of experts.

     Successful collaboration is a balancing act of 
personality types, work habits, communication styles 
and skills. To the lone ranger, that might seem like too 
much trouble. But if you�re looking to improve your 
performance and seal your success, collaboration is an 
opportunity you don�t want to pass up. l

reader needs to go back over something.  

6. Be direct. Don�t beat around the bush or get �owery. 
For powerful writing, say it straight.

7. Avoid jargon. Even if your readers are in your 
industry, using plain English makes your writing more 
digestible.

8. Shorter is better. We�re overloaded with informa-
tion. Be nice to your readers�keep it as short as possible, 
while covering what you need to cover.

9. Give examples. A story in action illuminates a con-
cept better than anything. Keep them concise, though.

10. Edit and proof. Or have someone else do it for 
you. In other words, miss this step and you risk credibility. 
Use this time to tighten up phrasing, correct errors and 
generally polish. l

• Career Coaching
• Executive Coaching
• Outplacement Coaching
• Testing & Assessment
• Career Development
• Talent Development
• Training & Workshops

Contact John for a 
complimentary phone
consultation.

Phone: 404-277-0776
Exploretworoads@att.net
www.Exploretworoads.com

John E. Long
Career Coach
John is a Global Career 
Development Facilitator 
and Professional Career 
Coach. He works with a 
broad range of clients 
seeking assistance with 
career exploration, 
career development and 
career transition. John 
has specialty training 
in the interpretation of 
personality and career 
assessments, such as the 
MBTI®, Strong® and WPi®.
He also focuses on work-
life balance, time and 
stress management, and 
examining life roles.

John offers customized 
services to identify what 
motivates each client and 
to clarify aspirations the 
client can pursue with 
passion. Coaching is about 
support, encouragement, 
and action to meet the 
x¢~z¤ª%© ¤zzy© v¤y vx}~z¬z 
meaningful results.

SERVICES 
OFFERED

A NEWSLETTER OF PERSONAL

AND PROFESSIONAL GROWTH

FROM JOHN E. LONG, GCDF, CPCC




