

Watch Your Words
Utterances to Avoid in the Workplace


Are you careful about what you say at work? You should be because your words could affect your career success. After all, you’re not likely to advance if you complain to a colleague about your manager’s new policy and then discover the boss was standing around the corner and heard every word. 
To avoid paying the price for an indiscretion such as this, think twice before uttering the following foolhardy phrases in the workplace:

· ‘You won’t believe what I heard about our firm.’ As an administrative professional, you may be privy to confidential company information. Don’t spill the beans.
· ‘Tom shared the most interesting story yesterday.’ Nearly every office has its share of gossip, but contributing to the rumor mill can be dangerous to your career. You may damage key relationships with colleagues and your boss by discussing inappropriate topics. 

· ‘I demand a raise!’ Business is picking up, and you want to earn more. While it’s perfectly acceptable to make a case for a raise, don’t enter the discussions with a confrontational attitude.

· ‘Sometimes, I think nothing is going on inside Sarah’s brain.’ Don’t make remarks that offend or degrade others, even if you consider the statements harmless. Before launching an attack against another employee, calm down and think about what you are going to say before you act.
· ‘I have no interest in learning that application.” You must adapt to changes at work and stay up-to-date with the latest technologies to remain a valued employee.

· ‘That’s not my job.’ While you shouldn’t be expected to take on tasks that fall well outside your responsibilities, you should be willing to assist others and be a team player when your workload allows.

· ‘Uh-oh. I shouldn’t have hit Send.’ A good rule of thumb with e-mail is to write only what you would feel comfortable saying to someone in person. You never know to whom your message will be forwarded.  

We all have put our foot in our mouth from time to time, so it’s only natural to do so occasionally at work. To ensure an accidental utterance doesn’t hurt your career, remember mom’s advice: Always think before you speak.
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