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The Making Yourself Indispensable Action Guidebook
This action guidebook is designed for your success. It takes the tools and processes used in each
chapter of Making Yourself Indispensable and applies it to your job and your personal life.
By completing each section, you will begin to apply your strengths to areas that you would like to
improve so that you can manifest even greater results. As you go through each section of this
Action Guidebook, you will experience improved performance, relationships, and leadership.
Guidelines for Success
To optimize your experience and results there are a few guidelines to keep in mind. You will
notice that these guidelines apply to your life as well as completing the Making Yourself
Indispensable Action Guidebook.
1. Take your time, and enjoy the process
There is no hurry to complete this action workbook. You are not in a race. It is more
important to take your time and savor every section to gain the most awareness and skill to
support your advancement.
2. Go for small changes you can accomplish, rather than huge transformations that result in
breakdown, frustration and discouragement
The key to success is making small, consistent and regular improvements that are sustained
over time. This way you build confidence and solidify new habits as you go.
3. Use proactive recovery plans, rather than go for perfection
Honor your humanness and utilize this Action Guidebook with the idea that you can be
successful without being perfect. The goal is improvement and sustainable results. At some
point, you may fall back to old patterns. But that is okay if you have a recovery plan for
getting back on track. The most successful people rely on their recovery plans, because they
know they won’t always be successful in each moment.
4. Acknowledge your success throughout the process
Do not wait until you complete the Action Guidebook to acknowledge your success. Don’t
even wait until you accomplish any of your goals. Acknowledge yourself for every positive
action you take towards achieving success. And, when you get off-track, acknowledge yourself
positively for using your Recovery Plan to get back on track. Yes, this means that you are
acknowledging your progress each and every day.
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5. Have fun!!!
Do I really need to explain this one? Go into this with a light and joyful heart. Have fun,
experiment, and play with the exercises. There is no one right way to complete this Action
Guidebook. The only way to fail is to permanently stop using it. Even a temporary break is
okay. So, what are you waiting for…. Begin the journey today!
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Chapter 1
Committing to Make Yourself Indispensable
Purpose
Driven
Play
Big

Value
Others
Being
Accountable
Priority
Focused

Adaptable

We
Centered
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Committing to Make Yourself Indispensable
Becoming indispensable is a consistent process of demonstrating your value to others, using
your unique talents and becoming a model for others to follow. It is not based on position,
authority, educational level or financial status. Being indispensable is an act of courage and
service where others benefit from your presence.
Before completing exercises to build your level of indispensability, it is important to assess where
you are today. I have provided the assessment found in Chapter One for this baseline
measurement. When you complete the Action Guidebook, you will have the opportunity to take
the assessment again to identify how you have grown in the process of using this Action
Guidebook.

4
© Copyright 2012 IMPAQ

MYI AG — 3/2012

Making Yourself Indispensable
back to menu

Your Indispensability Self-Assessment
There are ten behaviors necessary for reaching the status of indispensability. For each behavior
take a moment and assess yourself by circling one number on the 1–10 scale (where 10 is high
and 1 is low). Once you have completed your assessment, add up the circled numbers to get your
Indispensability Score.
Behavior #1: Be in service to others without expecting anything in return
I seldom take action or
communicate with
others unless there is a
direct benefit to me in
the form of reward or
payoff.

Low
1 2

3

4

5

6

7

8

High
9 10

I regularly take action to
support others without
any expectation of
benefit or payoff for me.

Behavior #2: Be dedicated to the highest standards of performance, teamwork, and
communication
I put in a small amount
of effort in order to “get
by” or not lose my job or
position.

Low
1 2

3

4

5

6

7

8

High
9 10

I am constantly doing
my best and achieving
higher standards of
performance while
supporting others and
communicating openly
and effectively.

High
9 10

Not only am I open and
flexible to change based
on new conditions and
technology, but I
anticipate change the
best I can to be one step
ahead.

Behavior #3: Be open and adaptable
I seldom like change and
avoid any new processes,
procedures, technologies,
or people in my life.

Low
1 2

3

4

5

6

7

8
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Behavior #4: Keep commitments and agreements
I regularly make
commitments and
agreements (to others or
myself) but don’t keep
them due to either
legitimate reasons or my
lack of intention to keep
those agreements.

Low
1 2

3

4

5

6

7

8

High
9 10

When I make a
commitment or
agreement (to myself or
others), I keep it, and if a
problem surfaces, I let
people know ahead of
time and renegotiate the
commitment for mutual
satisfaction.

Behavior #5: Expand your role to support your organization, community, or family
I generally do those
assignments or tasks that
are clearly my authority,
role, and responsibility
to do, and I do them
within the time allotted.

Low
1 2

3

4

5

6

7

8

High
9 10

I take on and perform
assignments or tasks
outside my “job
description” or role in
order to support my
organization, team,
family, or community,
and I do this on time or
ahead of schedule.

Behavior #6: Be a valued resource to others
People rarely reach out
to me except for my
special expertise, because
I rarely invest the time to
be a resource of
information, people, or
problem solving.

Low
1 2

3

4

5

6

7

8

High
9 10

People regularly reach
out to me for support,
since I am viewed as a
valuable resource for
information,
networking, and
problem resolution.
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Behavior #7: Be dedicated to self-improvement and professional development
I am good enough as I
am and waste as little
time as possible learning
new skills or improving
my performance and
communication.

Low
1 2

3

4

5

6

7

8

High
9 10

I regularly assess myself
and take opportunities
to learn new skills and
improve my
performance, teamwork,
communication, and
leadership.

Behavior #8: Use obstacles and challenges as opportunities for improvement
When faced with
challenges or mistakes
I’ve made, I tend to give
up, retreat, or get stuck
in frustration.

Low
1 2

3

4

5

6

7

8

High
9 10

When facing challenges
or mistakes I’ve made, I
persevere to achieve my
goals and use those
difficulties to learn and
improve.

Behavior #9: Engage and include others when making decisions or changes
I make decisions and
changes on my own,
without input or ideas
from others, even though
I may think about what is
best for them.

Low
1 2

3

4

5

6

7

8

High
9 10

I reach out to include
others impacted by a
decision or a change to
include their input and
ideas before drawing
conclusions.

Behavior #10: Acknowledge and value the contributions of others
I rarely take the time to
acknowledge others for
their contributions,
especially when these are
requirements of their
roles, responsibilities, or
commitments and
therefore shouldn’t need
acknowledgement.

Low
1 2

3

4

5

6

7

8

High
9 10

I regularly acknowledge
the contributions of
others based upon their
effort or results and let
them know they are
appreciated for their
value.
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Reviewing Your Assessment
Besides adding up the scores from your assessment to determine your total, go back through
each behavior and identify your three greatest relative strengths and write them below:
My three current relative strengths are:
1.

2.

3.

Then, identify your three greatest opportunities for improvement and write them below:
My three current relative opportunities for improvement are:
1.

2.

3.

Based on the Three Opportunities for Improvement you identified above, circle the one that will
be the easiest for you to improve and realize a significant positive result.

8
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Your Mini Picture of Success
Now that you have identified the area you want to improve, write in the box below your Picture
of Success — What will it look like when you have already been successful improving the
behavior you identified. This is not what you will do to make the improvement. This is a
description of what it would look like after making the improvement. This Picture of Success
includes what you would be doing differently, how you would be thinking differently and how
you will feel in your new state of excellence.
Picture of Success for My Opportunity for Improvement
Opportunity for Improvement ____________________________________________
Picture of Success
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Making Positive Choices
During Chapter One, you read about six key choices to make yourself indispensable. You will
now have an opportunity to identify ideas for improvement by answering the following
questions. Don’t worry about making a commitment to change or taking action yet. Question 8
below will help you to decide which actions to take first.
1. Clarifying Your Purpose
a. How would you describe your highest-level purpose that draws upon your greatest
strengths and unique talents to serve others?

b. What is the positive difference you want to make in your world that you aren’t making
effectively right now? Maybe it is being of greater value and support to your team. Maybe it
is providing better customer service through a greater level of caring. Maybe it is leading
your organization to a new level of excellence or developing others to be leaders.

2. Playing Big
a. What ways or in what situations do you tend to play a “smaller” game than your capability?

b. What is one thing you could do differently to play a “bigger” game to better utilize your
natural talents for the benefit of others?

10
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3. Being Adaptable
a. In what ways do you demonstrate a resistance to change? What are the situations that cause
you to resist?

b. In what circumstances do others perceive you as rigid and not open to their ideas or new
ideas?

c. What action could you take that would demonstrate more openness to new ideas and
adaptability to change?

4. Acting We Centered
a. In what ways or situations are you sometimes self-centered or focused on personal gain?

b. What mindset and behavior change would cause you to focus on your team, others, or your
family first?

11
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6. Priority Focused
a. What are the three most important projects or goals you are currently working on?

b. In what situations do you tend to get bogged down in lots of activities and get distracted
from those priorities?

c. What simple action could you take to keep yourself focused on those priorities?

d. What is your recovery plan when you get distracted anyway, to refocus on your priorities?

7. Value Others
a. Who are some of the people that contribute to your success at work?

b. Who are the people that contribute to you the most in your personal life?

12
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c. What could you do and/or say that would share your appreciation for their contribution to
you?

8. Being Accountable
a. In what situations do you tend to blame others for your dissatisfaction, frustration, or lack
of success?

b. What action can you take in those situations to move more quickly into developing
alternatives or changing your attitude or belief so that you aren’t blaming others or
blaming yourself?

9. Based on your answers above, which one to three actions would you commit to taking within
the next few days? Your criteria for choosing your one to three actions should be based on
your likelihood of success.
a.

b.

c.

13
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Results of Chapter One
Track your results as you take action and notice the impact inside of you in the form of selfconfidence, clarity, or sense of peace, and notice the impact on others in the form of positive
influence, cooperation, and trust. Include aspects of performance, teamwork, communication
with others, work-life balance, leadership, family relationships, your feelings towards yourself.
The Results I Achieved from Taking Action to Make Myself indispensable Were
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Chapter 2
The Road Map
Self-Examine

Forgive

Learn

Own

Accountability Loop
Take Action

SITUATION
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CHOICE

Ignore

Hide

Victim Loop
Resist

Rationalize

Deny

Blame

15
© Copyright 2012 IMPAQ

MYI AG — 3/2012

Making Yourself Indispensable
back to menu

The Road Map
In Chapter Two, I discussed the Road Map of living an Accountable Life. This is a life in which
you can “Count On Yourself ” to taking the steps to achieve your dreams and goals. It is also a life
in which “Others can Count On You” to contribute to their success through keeping your
commitments and supporting others.
With any road map, you can choose to get off the path or stay on the path. Utilizing this series of
exercises, you will have strength in staying on the path of your success.

16
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Exercise: Preparing Yourself for Success
Achieving success isn’t a process determined by perfect scenarios or circumstances. We all have
our challenges. Some are internal thoughts and concerns, while others are external factors that
present us with obstacles. The key to success is using your strengths to minimize or move
through your challenges.
This exercise will help you to surface both your challenges and your strengths as a jumping-off
place to begin your accountability process and become indispensable.
1. What areas of your work-life or home-life do you tend to ignore problems, deny your need to
get involved, blame others for not behaving the way you want them to, resisting change, or
staying confused or overwhelming yourself with activities that scatter your energy?

2. What is one thing you could do to demonstrate a higher level of accountability in which you
would be benefited along with others?

3. What are the rewards for increasing accountability at work? at home?

4. What are your fears or concerns about being more accountable?

5. What can you do to support yourself in reducing your fear or gaining assistance from others?

17
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Chapter 3
The Victim Loop

SITUATION

CHOICE

Ignore

Hide

Victim Loop
Resist

Rationalize

Deny

Blame
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The Victim Loop
In Chapter Three you explored the various stages of the Victim Loop. Understanding how we
move into victimization is the first step out of the Victim Loop. The worse possible situation is
not being aware of when we are in the Victim Loop, because then we have no way of getting out
except by accident.
It is important to remember that visiting the Victim Loop is normal human behavior. It’s when
we take up residence in the Victim Loop that we lose confidence, decrease our quality of life,
foster negativity, and lose respect — both self-respect and from others.
Regardless of whether you tend to visit the Victim Loop or reside in the Victim Loop, you must
not judge yourself for doing so. The focus is learning and making your life better. I have found
that when we reside in the Victim Loop, those are the greatest opportunities for us to become
teachers and guides for others once we discover the keys we used to move from the Victim Loop
to the Accountability Loop (the A-Loop).
We won’t draw out this section or dwell on it, so it will be one of our shorter Chapters for
exercises. Regardless, be very kind, compassionate, and forgiving of yourself while you are going
through the exercises in this section.

19
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Exercise: Getting Past Victimization
1. Make a list of all the situations in your work-life that you want to be better. These might
include getting back in charge on your projects; dealing with an uncooperative coworker;
improving your communication; getting better organized; or even changing your career.

2. Make a list of all of the situations in your personal life that you want to be better. These could
include work-life balance; relationship with family members; connection with friends; getting
back to your favorite hobbies; or improving your personal health.

3. Identify the three most important areas for you to improve at work and the three most
important areas for you to improve at home.

20
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Three areas I want to improve at work
a.
b.
c.
Three areas I want to improve at home
a.
b.
c.
4. Identify which Victim Behaviors in the Victim Loop are most common for all six areas you
identified? It may not be a perfect match, but notice what keeps showing up and identify
those qualities below.

Summary of Chapter Three
What awareness came from doing this process and what can you do differently to be more
accountable moving forward in your life? How did you treat yourself while you were going
through this chapter. Were you kind and forgiving? If so, Celebrate your success. Come on, I
mean really celebrate your success!

21
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Chapter 4
Intention: Take Charge of Your Life
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Intention: Take Charge of Your Life
This is clearly one of my favorite chapters. I refer to this chapter more than any other. There is
nothing like creating powerful intentions as your engine for improvement and for enjoying life
in general and achieving success.
Exercise: Clarifying Your Intentions Big and Small
1. Who are you?
What are your unique talents, capabilities, unique gifts, and positive personality traits? Be
specific and list as many as possible.

2. What is the value you would be offering to others if you were using all of your talents,
capabilities, and unique qualities as stated in Question 1 above?

23
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3. Who would benefit and how would they benefit?
Who Would Benefit?

How Would They Benefit?

4. How could you be of greater service to others at work? Remember, a winner is someone who
creates other winners.

5. Creating your intention
Start by dreaming big. What is your purpose? How do you want to be of service to others?
What would you be doing even if you weren’t paid for it, just because you love doing it? What
gifts and capabilities of yours would you like to share with others?

24
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Four Questions to Develop Your Picture of Success
1. What are you accomplishing?

2. How are you accomplishing it?

3. How does it feel to be accomplishing it?

4. Who else is supporting you while you are accomplishing it?

25
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Create Your Picture of Success
Based on the guidance and four steps above, create a clear picture of success. Be as specific as you
can in describing what it looks, sounds, and feels like to consistently exhibit behaviors, actions,
and attitudes that reflect a higher level of excellence and lead to greater success. It doesn’t have to
be perfect. As you read it and use it, you will refine it. As you continue in this process and test it,
you will discover ways to make it better. It is a work in progress, and the only way to fail is to not
do it at all.
1. How does your Picture of Success clearly articulate your intention and purpose in such a way
that when you wake up each day, you are clear about what you want to accomplish?

2. How does your Picture of Success convey a clear picture of what you would be doing and how
you would be communicating in order to “play big” and courageously?

3. How does your Picture of Success include your ability to adapt as conditions change in your
work environment, in your personal life, or in general?

4. How does your Picture of Success include impact on and benefit to others, to ensure that you
are “we centered”?

26
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5. How does your Picture of Success provide you a clear sense of priorities, so that you can be
focused on the essential aspects of your Picture of Success?

6. How does your Picture of Success include how you will demonstrate your value of others,
both in terms of their input and in terms of your acknowledgement of their support?

27
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Summary Exercise: Keeping Your Intention and Picture of Success Alive
It’s one thing to create your Picture of Success and another thing to keep it alive and have it
mature inside of you. This exercise involves determining a regular time for you to review your
intention and your Picture of Success. It doesn’t have to take long— just three to five minutes at
the most will do. Maybe you would like to use it for starting your day on the right foot. You can
have it by your bedside to review in the morning as a reminder. Maybe it is better for you to
review before going to bed, so that you get to sleep on it during the night. Some people just
make it a weekly review, picking one day a week that is best for them to review it, digest it, and
make it real inside them.
Warning: The purpose of this review is not an evaluation to determine how well you are doing
based on your Picture of Success. The purpose is to integrate your Picture of Success into every
cell of your body. Ultimately your goal is not to achieve your Picture of Success but to embody it.
Extra Credit: If you want to boost your Picture of Success even further, please send us a copy at
our Web site, www.MarkSamuel.com, and look for the link called “Extra Credit.” We will give
you feedback with suggestions for improving your Picture of Success.
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Chapter 5
Recognize Your Current Reality
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Recognize Your Current Reality
Your dedication is to achieving and embodying your Picture of Success. When you are
conducting an assessment, you want to make sure that your assessment of your current reality is
based on your Picture of Success. If you are conducting an assessment based on your current
standards and you make improvements, you may only improve your current state rather than
moving to your future Picture of Success.
The first assessment below is identifying your strengths and opportunities for improvement
relative to your Picture of Success. The second assessment below identifies strengths and
opportunities for improvement regarding your management and leadership effectiveness. Even if
you don’t manage employees, it is beneficial to complete this assessment as well.
Personal Excellence (Based on Your Future Picture of Success)
Customer Complaints

Low
1 2

3

4

5

6

7

8

High
9 10

Wasted Time and Effort

Low
1 2

3

4

5

6

7

8

9

High
10

Efficiency and
Productivity

Broken Agreements

Low
1 2

3

4

5

6

7

8

9

High
10

Dependability

Mistakes

Low
1 2

3

4

5

6

7

8

High
9 10

Quality and Detail

Isolation

Low
1 2

3

4

5

6

7

8

9

High
10

Support of Others

Disorganization

Low
1 2

3

4

5

6

7

8

9

High
10

Organization

Low Performance

Low
1 2

3

4

5

6

7

8

9

High
10

Performance Results

Incomplete Tasks

Low
1 2

3

4

5

6

7

8

9

High
10

Follow-Through

Static Performance

Low
1 2

8

High
9 10

3

4

5

6

7

Customer Satisfaction

Continued Improvement
30
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Management and Leadership Effectiveness (Based on Your Future Picture of Success)
Silo Behavior

Low
1 2

Tactical and Reactive

Low
1 2

3

4

5

6

Competing Priorities

Low
1 2

3

4

5

Poor Coordination

Low
1 2

3

4

Wasted Meetings

Low
1 2

3

Isolated Decisions

Low
1 2

Hierarchy

Power Driven

3

4

5

6

7

High
10

Active Alignment

8

9

7

8

High
9 10

6

7

8

9

High
10

Clear Priorities

5

6

7

8

9

High
10

Effective Execution

4

5

6

7

8

9

High
10

Productive Meetings

3

4

5

6

7

8

9

High
10

Inclusive Decisions

Low
1 2

3

4

5

6

7

8

9

High
10

Engagement of All Levels

Low
1 2

3

4

5

6

7

8

9

High
10

Results Driven

Strategic and Proactive
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Now that you have completed both assessments, which three areas are the most important for
you to improve in order to:
n

Move you closer to your Picture of Success within the next three to twelve months?

n

Achieve success in making improvements given your other priorities and challenges?

n

Obtain support from others?

Three areas for improvement
1.

2.

3.

Recognizing success
Leveraging your strengths is just as important as understanding areas for improvement. Based
on the assessments above, what are your three greatest strengths? And, if you have other
strengths you want to acknowledge that will contribute to your Picture of Success.
1.

2.

3.
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Chapter 6
The Power of Taking Ownership
Self-Examine

Forgive

Learn

Own

Accountability Loop
Take Action

SITUATION

Recognize
INTENTION

CHOICE

Ignore

Hide

Victim Loop
Resist

Rationalize

Deny

Blame

33
© Copyright 2012 IMPAQ

MYI AG — 3/2012

Making Yourself Indispensable
back to menu

Taking Back Your Power
Most of us have areas in which we give up our power. Maybe we give up our power to others in a
position of authority or someone we perceive as a stronger personality; or maybe it is to a bad
habit that is running us. Either way, when we give up our power, we are giving up on ourselves or
denying our “true self.”
Taking back your power begins by taking total accountability. Yes, that means owning it all, when
you feel victimized by another person or a situation.
Experiencing Complete Victimization
Recall a situation where you felt victimized. First describe it as if you were a total victim and
there was nothing you could do to avoid it. Then answer these questions:
How do you feel?

How motivated are you to take action to improve your situation?

What are the benefits and costs to taking a victim position? Experiencing Accountability
(Refer to the A-Loop)

Recall the same situation in which you felt victimized. Now describe it as if you were totally
accountable for what happened or how you responded to what happened. Then answer these
questions:
How motivated are you to take action to improve your situation?What are the benefits and costs
to taking an accountable position?
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Learning about Victim and Accountable Behaviors and Thinking
What did you learn from that last exercise that you can use in current or future situations to take
back your power?
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Increasing Your Ownership at Work
Take a few minutes to explore ways in which you can take more ownership in your organization,
your job, or your business. Answer the first question thinking about your role on your team and
your job. Then answer the second question thinking about how you can contribute to your
organization in a different and more expanded way.
1. In which aspects of your job or role can you contribute more?

2. What would you be doing differently in those aspects of your job or role that would represent
playing a “big game” rather than a comfortable or “small game”?

3. What could you be doing to have a greater positive influence on others and on the
organization’s success?

4. What actions will you take to increase your positive influence on others or expand your role
to play a bigger game?
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Gaining Strength Through Forgiveness
Forgiveness is one of the most powerful tools for gaining strength because it frees you up from
the “ball and chain” of the past. It’s tough to carry the heavy weight of the past. And, letting it go
through forgiveness is a way to release anything that is holding you back.
Using the Pain of Your Past as a Stepping Stone for Future Success
Think back on your past and identify any feelings of tightness due to guilt, resentment,
disappointment, anger, or upset, whether they are in relation to your boss, your family, yourself,
or even the government. Remember that whatever negativity you are feeling is stuck inside of
you and has little or no direct impact on the source of that tension. It is for you to clear. Now
choose one or more of these tools to clear that upset from inside of you:
Option 1: Use the process of self- forgiveness (“I forgive myself for judging myself or others for
_________.”)
Option 2: Do free-form writing (Take 10+ minutes to write without stopping or hesitation and
then burn what you wrote without reading it.)
Option 3: Hold someone accountable in a supportive manner (Review the agreement;
acknowledge the situation without judgment; Support the person without rescue; Establish a
new agreement for moving forward with a follow-up time)
Track Your Results
Notice how you feel after applying one or more of the forgiveness processes — the feeling of
freedom, the clarity you have for problem solving, and the peace you experience that strengthens
you to pursue your life dreams and Picture of Success.
Write your thoughts and feelings below
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Self-Examination to Foster Solutions

The Power of Asking Questions
There is nothing more valuable than someone who can open doors for you to build your
business and to advance your career. And, asking questions is a way for you to open your own
doors. It is the key to giving you new options, and sometimes options you never dreamed
possible. Because, when you ask a question, it will get answered — by yourself, by the Universe,
and by others. Asking questions pointed toward solutions and your Picture of Success continues
to open doors in the form of new solutions, new ideas and new inspiration.
Using Questions to Get Unstuck
Take some time to think of a situation in which you are feeling stuck. Maybe it is at work, when
you are dealing with your boss or responding to a client. Or it might be at home, when you are
dealing with a spouse, a child, or a neighbor. Or it might pertain to travel plans or car problems.
Ask yourself the following series of questions to see if you can come up with new alternatives for
addressing the stuck situation.
1. What assumptions are you making about this situation?

2. What judgments are you making against yourself or others regarding this situation?
(Remember to do Self-Forgiveness for any judgments)

3. What strengths do you have that you can use to help you address this situation?
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4. What is a different way you can perceive this situation that will give you new options?

5. Do you know anyone who might have dealt with a similar situation successfully?

6. What can you do to make some movement on this situation based on your previous answers?
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Improve Your Critical Thinking
Critical thinking is not determined by your solutions. Critical thinking is determined by the
questions you ask yourself and others to derive your solutions. Most of us are strong in three
areas of critical thinking and relatively weak in three areas of critical thinking. This means that
we will tend to ask questions reflecting our strengths and leave out questions that reflect our
relative weaknesses. Thus, our solutions become limited to the questions we are asking in our
stronger areas.
Review the brief definitions below and if you want more information about Critical Thinking
review the Making Yourself Indispensable book.
Objectivity
Open to other’s ideas; non-judgmental; and willing to explore ideas and solutions that are
different from your thinking
Global View
Looking at the big picture; identifying long-term impact; general perception of the entire scope
of the project or situation
Detail
Seeing every little detail in a situation; microscopic perspective; identifying all of the minute
differences presented
Perspective
Viewing a situation from many different people’s culture, style, history, and goals; putting
yourself in someone else’s shoes; understanding the reactions and responses of others
Symptom-Source Link
Differentiating the symptoms from the root causes of a problem; analytical thinking without
distraction from inconsequential information; deductive reasoning
Integration
The ability to use all of the above critical thinking abilities in balance; facilitating other’s people’s
critical thinking strengths to develop solutions; preventing analysis paralysis by moving from
generating solutions to making decisions while honoring all critical thinking input
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Critical Thinking Assessment
Based on the above six definitions of critical thinking, place your three strengths and three
opportunities for improvement in the appropriate boxes below:
Strength

Opportunity for Improvement
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Exploring Strengths
What is the value of your critical thinking strengths to discussions, problem solving, and making
decisions?

What are the cons or downside of over-emphasizing your critical thinking strengths? Answer this
question by taking each critical thinking strength and imagining what happens in meetings or by
yourself when you over-emphasize the strength.
Critical Thinking Strength

Result of Over-Emphasis

Whom do you know who has different critical-thinking abilities that you could begin to include
in your problem solving efforts?
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What are some generic questions you can ask to prompt improved critical thinking in the areas
of your areas for improvement?Using Accountability-Based Questions for Self-Improvement
Critical Thinking Area
for Improvement

Sample Questions to Ask for Improvement

Using Accountability-Based Questions for Self-Improvement
While critical thinking questions assist us in analyzing situations, Accountability-Based
questions assist us in exploring and resolving intra-personal challenges and growth
opportunities. Accountability-based questions represent the art of asking questions that draws
out your own wisdom. While we can ask ourselves accountability-based questions, it is best to
gain strength in this type of questioning process by having a friend ask us the questions.
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Applying the Accountability-Based Questioning Process for Self-Improvement
Find a friend to ask you the following questions. The only rule is that he or she can’t give you any
advice or pass any judgment.However, your friend can repeat a question if he or she feels you
can go deeper in your response. The goal is to go as deep as you can and get the most out of this
exercise.
1. What is one aspect of your performance, communication,behavior, or attitude that you would
like to improve?

2. When does it show up as a problem in your life?

3. How do you create, promote, or allow this problem to continue?

4. How does it benefit you to not improve this issue? (There is always a benefit to the problem
situation or you wouldn’t be doing it)

5. What does it cost you to not improve this issue? (After answering this question, answer it
again by asking, “what else does it cost you?”)

6. What could you do differently to be more effective?

7. What support would you like from others?(Be specific with whom and when you will ask for
support)

8. What is the next small action you can take, and when will you take it?

9. What will it look, sound, and feel like when you are more successful?
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Master Learner—Your Default Response
There are two parts to becoming a Master Learner. First, you must explore how you are teaching
others to respond to you based on your attitude and behavior. Second, you must identify ways in
which you can become a scientist in your own life for observing the impact of your attitude,
behaviors, and actions on the results you want.
How Are You Teaching Others to Treat You
A very good friend of mine, who happens to be brilliant and self-aware told me a story about his
marriage to his ex-wife. He said that he went into the relationship as a “control freak.” And, while
his wife wasn’t very controlling when they first got married, the only way for her to have
influence in the relationship was for her to respond by becoming more controlling. So, instead of
having a partnership they had a “who’s in control relationship.”
Identify one to three of your most important relationships at work and at home and answer the
following questions for each relationship.
1. What attitude, behavior, or actions are regularly and consistently used with each person that may
be causing a negative reaction? (if there are similarities, you can answer this for all people
together. But, if there are differences based on the person answer the question for each person.)

2. What is the reaction you tend to get by your attitude, behavior, or actions that doesn’t serve
you or causes friction in your relationship?
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3. What can you do differently to teach them differently through changing your attitude,
behavior, and actions that would benefit you and/ or the relationship?

4. What are the costs of not making the change?

5. What is your first step in making the change?

6. What are you learning from each of those relationships that supports your growth and
development?
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Being a Self-Discovery Scientist
Awareness and observations are key for self-growth and making yourself indispensable. The
ability to observe your thoughts, feelings, behaviors, and actions provide you the door to selfdiscovery and choice to make changes in your life that will benefit you and serve others.
Part of being a scientist of your own life is watching for patterns — those thoughts, feelings,
behaviors and actions you repeatedly do. Those that serve you and those that doesn’t. A second
part of being a scientist of your own life is linking your behaviors to “triggers” that may be a part
of the source of the pattern.
This next set of activities will support you in strengthening you as a Self-Discovery Scientist.
Review Your Learning
1. List five different self-improvement lessons you learned from reading Making Yourself
Indispensable. These lessons can include awareness about yourself, relationships with others,
new strategies for being successful, or fresh approaches for making changes in your life.
a.

b.

c.

d.

e.
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2. Identify any patterns across your five lessons:
a. Is there a common theme?

b. Do they focus on a particular area (beliefs, emotions,behaviors)?

c. Are there environmental conditions that link to these lessons?

3. What are the pros and cons associated with those patterns in terms of the impact on you and
the impact on others?

4. What can you do differently to be more effective to turn those lessons into opportunities for
greater self-improvement and support of others?
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Tracking Your Self-Improvement as a Scientist
If you have friends who are scientists or engineers, you may have seen them carry around a
“quad-paper” journal that they use for notes and drawings. They are always carrying around
their journals so that they don’t miss a thing and can easily find their notes or drawings at a
future date.
Using Your Own Daily Journal
First, choose a design that you love every time you look at it and use it. This includes the design
on the cover as well as the kind of paper that you love writing on.
Second, pick a time each day that will be the easiest for tracking daily learning and action plans
for improvement. Become your own best teacher, coach, and guide.
Third, create a recovery plan for getting back to your journal when you forget to make entries for
a few days. (Remember, there is no need to be perfect. Just get back on track as soon as possible
without the judgment that you got off-track).
Fourth, periodically (once a month) describe what has changed in your life for the better as a
result of your dedication to self-improvement.
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Take Action to Be Successful
You have been taking actions throughout this Action Guidebook to make yourself more
indispensable. It would be redundant to now have a section of this Action Guidebook that has
you making new commitments to actions that you have been taking all along.
However, there are many aspects of taking action to be successful that go beyond the committed
actions you are planning. And, that is what this section is about — supporting you in being
successful by the actions you commit to.
Microscopic Actions
One of the keys to success is taking small steps, being successful, and using that success to take
bigger steps leading to success. The mistake many people make is taking on such a big step of
change, falling short, and then giving up. The key is staying in the game through small consistent
steps for improvement that lead you to greater success.
Step 1: Resizing Your Actions for Greater Success
Identify any committed actions that you haven’t acted upon yet. Then, determine a way to take a
smaller action to more easily take the next step.
Current Desired Action

Resized Smaller Action
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Step 2: Solidifying Your Commitment
Often times, people make commitments, but never get started. They set goals, but wait for
tomorrow to begin taking action and tomorrow never becomes today. For each action you
committed to but haven’t taken action on yet, identify the very next step you would commit to take.
Current Desired Action

First Step to Begin Movement

Step 3: Identifying your support system
Make a list of the people, environmental conditions, or tools that will support you in taking
action. This could include a friend or coworker, playing music or lighting a candle in your office,
or making sure you have canvases for painting.
Current Desired Action

Support System for Each Action
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Step 4: Creating a Recovery Plan
Identify anything that could cause you to get off track. This includes difficulties while you are
taking action. What will you do to recover and get back on track? This is a key step in
maintaining your momentum when obstacles are out of your control.
Committed Goal & Possible Obstacles

Recovery Plans to Get Back On Track

Step 5: Celebrating Progress
Success is not determined only after you complete your goal. Recognize and celebrate success
after each action you complete that moves you toward your goal and Picture of Success. Even if
an action takes you off course,celebrate the learning you get from the experience. It is all
preparation for achieving and sustaining success.
Goals

Ways to Celebrate Progress
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Celebrating success is key for maintaining our motivation. Top athletes, musicians, actors,
salespeople, and business leaders all know how to celebrate success when they achieve their goals.
Yes, so many people go from success to their next goal without losing a breath.
It is important to use this section of the Action Guidebook to solidify your approach to
celebrating success.
Discovering Your Ideal Approach to Celebrating Success
Each person has a different way to celebrate success that is meaningful to him or her. For some, it
is a party while for others it is a quiet get together with close friends. For some it is a time for
prayer and being alone, while others it is taking a vacation.
What are the different healthy ways you find nurturing, motivational, and a feeling of gratitude
for the success you have achieved?
5 Ways for Me to Celebrate Success
1.

2.

3.

4.

5.
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Committing to Celebrate Your Success
We live busy lives and sometimes, we fail to celebrate our success because we have other goals to
accomplish.
Reviewing the different ways you like to celebrate, when can you make a commitment to take the
time to celebrate?
Approach to Celebration

Committed Timing for Celebrating

Valuing Others that Supported You In Being Successful
Very few people are successful without the support of others. Sometimes, it’s people who provide
indirect support, while other times it is more direct support. Identify those that contributed to
your success along with the ways in which you will acknowledge them with the gratitude you
have for them supporting you.
Individual Supporter

Ways I Will Acknowledge Them
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“Two stonecutters were asked what they were doing. The first one said, ‘I’m
cutting this stone into blocks.’ The second said, ‘I’m on a team that’s building
a cathedral.”
— OLD STORY
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Your Indispensability Re-Assessment
Now that you have completed the Action Guidebook, take a few minutes to re-take the
Indispensability Self-Assessment. Without looking at your previous scores, identify your
effectiveness in each of the 10 behaviors below. Afterwards, compare your current scores with
your original scores to identify areas you improved and those that might have gone down.
If you had scores that went down, before drawing any conclusions, determine if it’s an area in
which your behavior actually is worse now. If not, your lower score may indicate that your
“standard of excellence” and expectation has increased. And, this is a good sign. If the score went
down without an increase in the standard or expectation, then without self-judgment, identify
any patterns or conditions that could explain the decrease.
Behavior #1: Be in service to others without expecting anything in return
I seldom take action or
communicate with
others unless there is a
direct benefit to me in
the form of reward or
payoff.

Low
1 2

3

4

5

6

7

8

High
9 10

I regularly take action to
support others without
any expectation of
benefit or payoff for me.

Behavior #2: Be dedicated to the highest standards of performance, teamwork, and
communication
I put in a small amount
of effort in order to “get
by” or not lose my job or
position.

Low
1 2

3

4

5

6

7

8

High
9 10

I am constantly doing
my best and achieving
higher standards of
performance while
supporting others and
communicating openly
and effectively.
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Behavior #3: Be open and adaptable
I seldom like change and
avoid any new processes,
procedures,
technologies, or people
in my life.

Low
1 2

3

4

5

6

7

8

High
9 10

Not only am I open and
flexible to change based
on new conditions and
technology, but I
anticipate change the
best I can to be one step
ahead.

High
9 10

When I make a
commitment or
agreement (to myself or
others), I keep it, and if a
problem surfaces, I let
people know ahead of
time and renegotiate the
commitment for mutual
satisfaction.

Behavior #4: Keep commitments and agreements
I regularly make
commitments and
agreements (to others or
myself) but don’t keep
them due to either
legitimate reasons or my
lack of intention to keep
those agreements.

Low
1 2

3

4

5

6

7

8

Behavior #5: Expand your role to support your organization, community, or family
I generally do those
assignments or tasks that
are clearly my authority,
role, and responsibility
to do, and I do them
within the time allotted.

Low
1 2

3

4

5

6

7

8

High
9 10

I take on and perform
assignments or tasks
outside my “job
description” or role in
order to support my
organization, team,
family, or community,
and I do this on time or
ahead of schedule.
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Behavior #6: Be a valued resource to others
People rarely reach out
to me except for my
special expertise, because
I rarely invest the time to
be a resource of
information, people, or
problem solving.

Low
1 2

3

4

5

6

7

8

High
9 10

People regularly reach
out to me for support,
since I am viewed as a
valuable resource for
information,
networking, and
problem resolution.

Behavior #7: Be dedicated to self-improvement and professional development
I am good enough as I
am and waste as little
time as possible learning
new skills or improving
my performance and
communication.

Low
1 2

3

4

5

6

7

8

High
9 10

I regularly assess myself
and take opportunities to
learn new skills and
improve my
performance, teamwork,
communication, and
leadership.

Behavior #8: Use obstacles and challenges as opportunities for improvement
When faced with
challenges or mistakes
I’ve made, I tend to give
up, retreat, or get stuck
in frustration.

Low
1 2

3

4

5

6

7

8

High
9 10

When facing challenges
or mistakes I’ve made, I
persevere to achieve my
goals and use those
difficulties to learn and
improve.

Behavior #9: Engage and include others when making decisions or changes
I make decisions and
changes on my own,
without input or ideas
from others, even though
I may think about what
is best for them.

Low
1 2

3

4

5

6

7

8

High
9 10

I reach out to include
others impacted by a
decision or a change to
include their input and
ideas before drawing
conclusions.
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Behavior #10: Acknowledge and value the contributions of others
I rarely take the time to
acknowledge others for
their contributions,
especially when these are
requirements of their
role, responsibilities, or
commitments and
therefore shouldn’t need
acknowledgement.

Low
1 2

3

4

5

6

7

8

High
9 10

I regularly acknowledge
the contributions of
others based upon their
effort or results and let
them know they are
appreciated for their
value.
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Identify Behaviors that Improved
What behaviors improved from the first time you took the assessment to taking the assessment
after completing the Making Yourself Indispensable Action Guidebook?
Improved Behaviors

What three things you can do to continue improving these behaviors?
1.

2.

3.
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What Behaviors Declined in Effectiveness?

What are the Patterns Associated with the Decline?
(Expectations increased, environmental issues, health issues, other?)

Do Differently Actions for Improvement
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Congratulations — You Did It!!!
You took the time. You kept your commitment. And, you got results! And, more importantly, you
learned more about yourself and how to be more successful.
While you have probably celebrated your success for actions taken and results achieved, it is time
to celebrate completion of this Action Guidebook.
Thanks from Mark Samuel
In our challenging world, we need more people to become truly indispensable where they are
contributing to the benefit of others and supporting a better life for others. We value you as one
of those who have made that contribution.
Share your success story with us at www.MarkSamuel.com, and receive a valuable discount to
the Making Yourself Indispensable Public Workshop or Mark’s highest level three-day workshop
Making Yourself Indispensable: The Mastership Program — Overcoming Your Greatest Life
Challenges to Achieve Breakthrough Results.
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About IMPAQ
IMPAQ is a global leader in rapid culture change that produces measurable business results. The secret?
Improving execution, through increased personal, team and cross-functional accountability — “a work
environment where people can count on each other.”

IMPAQ provides a full range of services that includes:
• Culture Change and Executing Business Transformation
• Leadership Execution and Development
• Executive Coaching
• Keynote Speaking
• Self-Learning Programs
• Products

IMPAQ’s Core Programs
• Agreements for Excellence Leadership Accountability System — Guarantees measurable improvements in
execution, relationships and achieving deliverables
• Accountability Based Leadership — A leadership system and development program that produces
measurable results and develops senior and middle managers to raise organizational performance and
retention of top performers
• The Power of Personal Accountability — A one-day workshop to raise the bar on performance of
individuals at all levels focused on improving performance, relationships and individual leadership
• Holding Others Accountable — A one-day workshop to assist people in the most challenging skill of
associated with improving performance — holding others accountable in a supportive manner to gain
trust, cooperation and commitment

IMPAQ’s Core Products
• The Power of Personal Accountability Book — Best-selling book that is easy to read and provides a
roadmap for achieving higher levels of success in one’s personal and professional life
• Creating the Accountable Organization Book — Best-selling book on managing change and developing an
accountable working environment that achieves high performance and provides a positive and trusting
work environment
• Success Through Accountability for Supervisors and their Teams — A DVD-based self-learning program to
improve customer service, teamwork and increase productivity. Six lessons to produce measurable results
• The Team Interaction Questionnaire — A self-assessment to assess team relationships in 15 key areas
including trust, communication, conflict resolutions, role clarity and making decisions
For more information on these services and products, please contact us at
www.impaqcorp.com or call 323-969-0088 ext. 204.

