Keepsake:  A Short Course in Human Relations
The 6 most important words:


I ADMIT I MADE A MISTAKE.

The 5 most important words:


YOU DID A GOOD JOB.

The 4 most important words:


WHAT IS YOUR OPINION.

The 3 most important words:


IF YOU PLEASE.

The two most important words:


THANK YOU.

The least important word:



I 

Ten Commandments of Good Human Relations

1.  Speak to people:  There isn’t anything as nice as a cheerful word of greeting.

2.  Smile at people:  It takes 72 muscles to frown, but only 14 to smile.

3.  Call people by name.  The sweetest music to anyone’s ear is the sound of his or her name.

4.  Be friendly and helpful.  If you would have friends, be friendly or if you want friends, you must be one.

5.  Be cordial.  Speak and act as if everything you do is a genuine pleasure or everything you do is a joy to you.

6.  Be truly interested in people.  You can like anybody if you try or be genuinely interested in people.

7.  Be generous with praise and cautious with criticism.  Praise will win out when it comes to gaining friends.

8.  Be considerate of the feeling of others.  There are three sides to a controversy—yours, the other fellow’s and the right side.  It will be appreciated.

9.  Be thoughtful of the opinions of others.  There are three sides to a controversy—yours, the other fellow’s and the right one or People love their opinions as they do their own children, calling them ugly won’t get you anything but anger or Be eager to lend a helping hand. Often it is appreciated more than you know.

10.  Be alert to giving service.  What counts most in life is what we do for others or Add to this:  a good sense of humor, a huge dose of patience and a dash of humility.  This combination will open many doors and the rewards will be enormous.      

Ten Commandments of How to Get Along with People

1. Keep skid chains on your tongue; always say less than you think.  Cultivate a low, persuasive voice.  How you say it often counts more than what you say.

2. Make promises sparingly and keep them faithfully, not matter what it costs you.

3. Never let an opportunity pass to say kind and encouraging things to or about somebody.  Praise good work done regardless of who did it.  If criticism is needed, criticize helpfully, never spitefully or if criticism is needed, offer it gently, never harshly.

4. Be interested in others interested in their pursuits, their work and welfare, their homes and families.  Make merry with those that rejoice and weep with those who mourn.

5. Be cheerful.  Keep the corners of your mouth turned up.  Hide your worries and disappointments under a smile.  Laugh at good stories and learn to tell them.

6. Keep an open mind.  Discuss, but not argue.  It is a mark of superior minds to be able to disagree and yet be friendly or disagree without being disagreeable.  

7. Let your virtues, if you have any, speak for themselves, and refuse to talk of another’s vices.  Discourage gossip. Make it a rule to say nothing of another unless it is something good and it is a waste of valuable time and can be extremely destructive.

8. Be careful of another’s feelings.  Wit and humor at the other person’s expense are rarely worth the effort and may hurt when least expected or it may do more damage than you will ever know.

9. Pay no attention to ill-natured remarks about you.  Simply live that nobody will believe them.    Remember, the person who carried the message may not be the most accurate reporter in the world.  Simply live so that nobody will believe them.  Disordered nerves and bad digestion are a common cause of backbiting.    

10. Don’t be too anxious about your dues.  Do your work, be patient and keep your disposition sweet, forget self, and you will be rewarded.  Don’t be too anxious about the credit due you.  Do your best, and be patient.  Forget about yourself, and let others “remember” Success is much sweeter that way.  

THE STUDENT IS ...

…  The most important person on the campus.  Without students their would be not need for the institution.

… not a cold enrollment statistic but a flesh and blood human being with feelings and emotions like our own.

… not someone to be tolerated so that we can do our thing.  They are our thing.

…not dependent on us.  Rather, we are depended on them.

… not an interruption of our work, but the purpose of it.  We are not doing them a favor by serving them.  They are doing us a favor by giving us the opportunity to do so.

A Hillsborough Community College student….
 

