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Nice Girls Don't Get the
Corner Office 101

THE MAIN IDEA

Quit being a girl. Unlearn the things you were
taught with during early childhood about being
overly nice. Being polite, soft-spoken, compliant
and submissive will not get you to the corner
office. Start acting like a woman and see yourself
move fluidly forward in your career.

Dr. Frankel clearly identifies the common
mistakes —101 in all—that women commit
unconsciously to sabotage their careers. This
book provides revolutionary guides to help the
women of today eliminate the girl-like behaviors
they became accustomed with, which hold them
back professionally.

How You Play the Game

Unfortunately, women are not as trained to
participate in competitive sports. It is only
recently that women started making their marks
in this field. Apparently, women act the same
professionally. Most women do not know the
rules of the game of business. They simply do not
how to play it—and more importantly, how to win
it. Following are the common mistakes women
commit as they play the game of business.

Mistake #1: Pretending it isn’t a game.

Your workplace is a game in itself. Take it
seriously; know the rules and develop the moves
necessary to win it.

Mistake #2: Playing the Game safely and within
Bounds.

Be daring enough to play the game of business
in the edges. Don’t be confined only within the
safety bounds. Play smart.

Mistake #3: Working Hard.

Working really hard is not always the key to
success. Learn to waste a little time developing
relationships, establishing networks, and hanging
out for likeability. These are also important
factors to success.
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Mistake #4: Doing the Work of Others.
Don’t own other people’s responsibility. This will
only slow your way up.

Mistake #5: Working without a Break.
Take a break at least every ninety minutes.
Working without a break does not only affect your
health. It also creates the impression that you are
inefficient and doesn’t use time wisely.

Mistake #6: Being naive.

Naiveté in the workplace, most of the time,
works to your disadvantage if you are a seasoned
professional. Try to understand and know the
things around your business.

Mistake #7: Pinching company pennies.
If you are given a budget, use it. No company has
every yet promoted an employee for being frugal.

Mistake #8: Wanting to be Given What You Want.
Ask for what you think is owed to you. Don’t
wait for the management to realize what you
want. Verbalize it.

Mistake #9: Avoiding Office Politics.
Politics is inevitable in any form of business.
Learn to play it or lose the game.

Mistake #10: Being the conscience. Doing
something good doesn’t always mean doing
something right for your self. Protect yourself
by being careful of the stands that you make.
Carefully choose your battles.

Mistake #11: Protecting jerks.
Stay away from jerks. They will only pull your
career down.

Mistake #12: Holding your tongue.
Verbalize what you believe is true and noteworthy:.
Practice voicing out your opinions in meetings.

Mistake #13: Failing to capitalize on relationships.
Affiliation in the business is a good factor to
success. Value the people you meet. Create your
own network.

Mistake #14: Not understanding the needs of
your constituents.

Feedback from the people you closely work with
is very important. Understand their needs.
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How You Act

Being successful in the world of business is not
only dependent on your knowledge of how to
play it. It is also important to know how to act,
professionally. The following are some unlikely
behaviors in the workplace that can be hard career
busters.

Mistake # 15: Polling before making a decision.
Learn to make quick and decisive actions. Be
independently confident to make decisions without
outside opinion.

Mistake #16: Needing to be liked.

Aim to be liked and respected at the same time.
This will help you be more successful in the
workplace.

Mistake # 17: Not needing to be liked.

Not caring how people view you will not help you
achieve career goals. Balance your need to be and
not to be liked. Invest in building relationships.

Mistake #18: Not asking questions for fear of
sounding stupid.

Do not be afraid to ask questions. Asking a
question for more understanding is actually a sign
of confidence than of lack of knowledge.

Mistake #19: Acting like a man.

“You’ll never play the role of a man as well as you
will a woman who plays her role well.” Focus
on improving your own unique talents, style and
strengths.

Mistake #20: Telling the whole truth and nothing
but the truth.

Learn the art of putting the truth in an objective
and honest description of facts without casting a
negative light upon yourself.

Mistake #21:
information.
Carefully select any kind of personal information
you wish to disclose. Too much about yourself
can actually work to your own disadvantage.

Sharing too much personal

Mistake #22: Being Overly Concerned with
Offending Others. Be brave enough to confront
tough issues. Backing down often, due to the fear
of offending others, becomes self-defeating in the
long run.

Mistake #23: Denying the importance of money.
Strive to get what you are worth. If you think you
are underpaid, learn to verbalize it.
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Mistake #24: Flirting.

“Knowing glances, whispered conversations,
and laughing at stupid jokes do not belong in the
workplace.” Do not flirt with your coworkers.

Mistake #25: Acquiescing to bullies.

Eliminate offensive behavior by letting the attacker
know how you feel, and not by acquiescing. Use
techniques such as listening, paraphrasing and
reflecting feelings to defuse the bullies.

Mistake #26: Decorating your office like your
living room.

Do not emphasize your femininity by over-
decorating your office. This diminishes your
credibility.

Mistake #27: Feeding others.
You are not “mom” so avoid feeding the people
in the workplace. Think twice before you put any
kind of food on top your desk.

Mistake #28: Offering a limp handshake.

A handshake reflects so much about your
personality and how confidently you view
yourself.  “A good pump, polite but smart
greeting, combined with a solid eye contact will
do the trick.”

Mistake #29: Being financially insecure.

Start being financially secure by being financially
independent. Learn how to invest and save. Plan
your finances well.

Mistake #30: Helping.
Help without being abused. More importantly,
don’t waste your time doing things for others.
Concentrate on your own career, instead. Be the
leader and not the doer.

How You Think

Changing the way you think can greatly impact a
change in your career. Note the following beliefs
and thought patterns you learn early in girlhood
that you need to reconsider and then eventually
forget.

Mistake #31: Making miracles.
Do your job realistically. This will help you
manage your coworkers’ and boss’s expectations.

Mistake #32: Taking full responsibility.
Delegate every project at hand. Don’t take full
responsibility of getting it done on your own.
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Mistake #33: Obediently following instructions.
There’s nothing wrong with having your own
style of doing the work, as long as it proves more
effective and efficient in the end. Be strategic.

Mistake #34: Viewing Men in Authority as Father
Figures.

Learn to differentiate the male authority figures in
your workplace from your father. Doing this will
help you respond appropriately and objectively to
your male seniors.

Mistake #35: Limiting your Possibilities.
Expand your horizons. Don’t limit yourself into
a box you are currently in. Learn to explore new
things and discover your other potentials.

Mistake #36: Ignoring the Quid Pro Quo.
There is simply nothing wrong with quid pro
quo--“something that‘s exchanged in return for
something else”. Realize the benefits of doing
something for something.

Mistake #37: Skipping meetings.
Do not skip meetings. This is a great opportunity
to showcase your skill and knowledge.

Mistake #38: Putting work ahead of your personal
life.

Remember, you do not live to work. So stop
making work your life. Spend personal time with
friends and loved ones.

Mistake #39: Letting people waste your time.
Politely decline the people who try to waste your
time by saying: “You know, I would love to talk
more but I’m on a tight schedule today. How about
if we continue this conversation tomorrow?”

Mistake #40: Prematurely abandoning your career
goals.
Be totally inspired by your dreams and goals.
Don’t lose yourself on the curves of life. Focus
on your ambitions and continually strive to attain
them.

Mistake #41: Ignoring the importance of network
relationships.

Createadatabase ofyour friendsand acquaintances.
Develop and maintain your own personal network.
They can bring you far in the future.

Mistake #42: Refusing Perks.

Appreciate and accept the things that are given to
you simply because you deserve them. Receiving
perks “manages the impression of others have of
you—and those you have of yourself.”
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Mistake #43: Making up negative stories.

Focus on the positive. Negative stories can only
cause fear and hesitations to take risks. It also can
immobilize you.

Mistake #44: Striving for perfection.

Allow yourself 20% imperfection. Use your time
working on new significant projects than wasting
it to perfect the project at hand.

How You Brand and Market Yourself

Marketing oneself is as important as marketing a
specific brand. Think of yourself as a brand that’s
needs to be marketed effectively. Alongside these
come some important points that women need to
particularly remember.

Mistake #45: Falling to define your brand.
Clearly identify to yourself and to other people
what you want best to be known for. Focus on
your key strengths and capitalize on them.

Mistake #46: Minimizing your work or position.
See yourself and the position you are holding
as critical to the company’s operations. Do not
undermine your position.

Mistake #47: Using only your nickname or first
name.

Girls are the ones fond of using the diminutive
of their names. As a seasoned professional,
start using your full name. People will take you
seriously for this.

Mistake #48: Waiting to be noticed.

Know your own brand and sell it when opportunity
knocks. Waiting to be noticed will get you
nowhere.

Mistake #49: Refusing high-profile assignments.
Don’t pass up on high-profile assignments. Use
them instead to showcase your capabilities.

Mistake #50: Being modest.

Do not downplay your efforts by saying “Oh,
it was nothing.” Illuminate your every major
accomplishment.

Mistake #51: Staying in you safety zone.

Don’t be satisfied with staying in your position
for a long time. Look for new assignments after
every three to five years.
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Mistake #52: Giving away your ideas.

Sell your ideas; don’t just give them away freely.
Make sure that you are properly noted for your
every implemented suggestion/ idea.

Mistake #53: Working in stereotypical roles or
departments.

“Seek assignments in departments or fields
where there are comparable numbers of men and
women.”

Mistake #54: Ignoring feedback.
Value feedback from other people. This will help
you assess yourself better.

Mistake #55: Being invisible.

Volunteer to activities that will improve your
being visible and noticeable like presentations,
meetings, or other corporate activities.

How You Sound

Put special attention to your choice words, tone of
voice, speed of speech and thought organization
process. These usually matter more than the
content of your speech. An articulately delivered
speech will help you be branded as knowledgeable,
confident and competent. Remember, how you
sound comprises 90% of your credibility.

Mistake #56: Couching statements as questions.
Don’t safely sell your idea by putting it in
question form. Put your ideas into affirmative and
confident manner.

Mistake #57: Using preambles.

Go straight to the point. Avoid using needless
words. Start internalizing this mantra: “Short
sounds confident.”

Mistake #58: Explaining.

Don’t soften a message by adding lengthy
explanations to it. Stop after following up a point
with two to three sentences.

Mistake #59: Asking permission.

Take independent yet responsible actions.
Avoid the habit of asking permission. This only
diminishes your stature.

Mistake #60: Apologizing.

This conflict-reducing technique, more often than
not, puts you at fault even if you are not. Save
your apologies only for big mistakes.
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Mistake #61: Using minimizing words.

Describe  your achievements objectively.
Appreciate compliments without diminishing the
importance of your own successes.

Mistake #62: Using qualifiers.

Qualifiers like “it’s kind of like ” “we sort of
did...”, “perhaps we should.. only weaken your
message. State your opinion dlrectly and clearly.

Mistake #63: Not answering the question.
Understand every question and answer with a
smart, objective and direct reply.

Mistake #64: Talking too fast.

Pace your speech properly. This is important
to convey accuracy, knowledge and depth of
thought.

Mistake #65: The inability to speak the language
of your business.

Learn the jargon of your business and start
speaking it.

Mistake #66: Using nonwords.
Be direct, concise, and precise. In speech, less is
actually more.

Mistake #67: Using touchy-feely language.
Avoid sugar-coating your messages with touchy-
feely language. This only displays your insecurity.
Be firm and confident of every message you
convey.

Mistake #68: The sandwich.

Do not sandwich a negative feedback in between
two positive feedbacks. This doesn’t work. Opt to
separate negative and positive feedback instead.

Mistake #69: Speaking softly.

Ladies are taught to speak softly. This, however,
doesn’t work in the business world. Affirm
your message with a loud voice and appropriate
gestures.

Mistake #70: Speaking at a Higher-than-natural
pitch.

Modulate your voice properly to avoid the high,
thin, sweet, girl-like voice. Moderately-pitched
voice generates more attention and respect.

Mistake #71: Trailing voice mails.

Keep your voice messages short. After you have
made the point, stop talking, say good-bye, and
then hang-up.
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Mistake #72: Failing to pause or reflect before
responding.

Pause before you speak. This does not only give
the impression that you are confident, it also gives
you time to organize your thoughts well.

How You Look

There is this common notion that “the best and
the brightest are rewarded with promotions and
choice assignments.” This is entirely wrong.
Those who are competent enough, sound and
look good are the ones who move forward in their
careers. Statistically, research shows that 55% of
your credibility comes from how you look; 38%
from how you sound; and, only 7% from what you
actually say.

Mistake #73: Smiling inappropriately.

Women are naturally born to smile more often
than men. If women do not smile, people usually
think something is wrong. Do not quit smiling
entirely. Only, use it appropriately and “watch the
smile” always.

Mistake #74:  Taking up too little space.
Maximize space whether be it while sitting, doing
presentations, or just merely standing in a room.
Remember, “the more space you take up, the more
confident you appear.”

Mistake #75: Using gestures inconsistent with
your message.
Your gestures should complement your
message and not detract from it. Use gestures
appropriately.

Mistake #76: Being over- or underanimated.
Balance the way you look while conveying
messages. Reduce overly animated behavior by
taking deep breaths. Speak more loudly, on the
other hand, if you tend to be underanimated.

Mistake #77: Tilting your head.

Tilting the head softens the message. Avoid
it if you’re trying to convey a serious message.
However, use it when listening to another person
to open up.

Mistake #78: Wearing inappropriate makeup.

Do not overdo your makeup or wear it to lightly
it gets unnoticeable. Either way diminishes your
credibility.
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Mistake #79: Wearing the wrong hairstyle.
Don’tgrowyourhairtoolong. Thisoveremphasizes
your femininity and lessens your reliability. Hair
actually gets shorter with age and as you climb the
corporate ladder.

Mistake #80: Dressing inappropriately.
Start living up to this maxim: “Dress for the job
you want, and not the job you have.”

Mistake #81: Sitting on your foot.

Never tuck your foot beneath you. This is
unprofessional. Rather, seat with your two feet
on the floor, knees together.

Mistake #82: Grooming in public.

Avoid fixing your face, hair or make-up in public.
Think that every touch on your hair reduces your
credibility by a year.

Mistake #83: Sitting in meetings with your hands
under the table.

Put both your hands on the table and lean
forward slightly while in meetings. This exudes
confidence.

Mistake #84: Wearing your reading glasses
around your neck.

Avoid putting your glasses around your neck.
This only emphasizes that you’re aging.

Mistake #85: Accessorizing too much.

Choose the accessories you are going to wear
appropriately. Match your accessories to your
outfit and to the event.

Mistake #86: Failing to maintain eye contact.

A solid eye contact communicates determination,
sincerity and confidence. This also, in effect, puts
you in the same footing as the other person.

How You Respond

It is important to know how to respond to the ways
others treat you. And some of the common pitfalls
women do as a response to a certain gesture are as
follows:

Mistake #87: Internalizing messages.

Do not internalize all the messages inculcated to
you by your parents during childhood. Select only
those that can help you reach your full potential.
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Mistake #88: Believing others know more than
you.

Do not concede to everything others will say just
because you believe they know better than you.
Probe deeper. If you feel something is wrong, it
most likely is.

Mistake #89: Taking notes, getting coffee, and
making copies.

Don’t take notes, get coffee and make copies for
others in meetings. If you’re asked to, politely
decline by saying, “It’s a big deal to me.”

Mistake #90: Tolerating inappropriate behavior.
Defend yourself if necessary. Don’t let others
treat you less than respectfully.

Mistake #91: Exhibiting too much patience.
Don’t be overly nice by being too patient. Press
for times and deadlines that will meet your needs.
Don’t always wait longer than needed.

Mistake #92: Accepting dead-end assignments.
“Don’t be quick to accept an assignment just
because you think you are supposed to or you
don’t want to appear ungrateful.” Study the offer
first.

Mistake #93: Putting the needs of others before
your own.

Be aware of your own needs and learn to meet
them accordingly. Remember, no one else will do
that for you except yourself.

Mistake #94: Denying your power.

It is very important in the workplace to
acknowledge your own power. Denying this will
erode your self-confidence and can greatly impact
your career.

Mistake #95:
scapegoat.
Don’t let yourself be the scapegoat of your
seniors. Diplomatically let them know that you
do not accept the assigned blame.

Allowing yourself to be the

Mistake #96: Accepting Fait Accompli.

Do not accept “irreversible or predetermined
decisions” (fait accompli)-- usually are the things
that you least likely deserve. Negotiate well by
accompanying your complain with a proposed
solution.
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Mistake #97: Permitting others’ mistakes to
inconvenience you.

Go for win-win solutions if you wish to correct
someone else’s mistake. Don’t let the situation
put you in a less convenient position.

Mistake #98: Being the last to speak.

Don’t hold back if there are men around. The
longer you wait to speak, the greater the possibility
that others will verbalize what you think—they
then get the credit.

Mistake #99: Playing the gender card.

Explore other alternatives available before
“making the noise” on sex discrimination. Try
confronting the problem directly and objectively
and then propose wise solutions.

Mistake #100: Tolerating sexual harassment.
No woman should ever allow or tolerate sexual
harassment. If the behavior starts, immediately
call the attention of the human resources.

Mistake #101: Crying.

There is no crying in the office, whether you are
angry, happy, frustrated, or sad. If you can’t hardly
hold back the tears, ask yourself to be excused.
Don’t let them see you cry.
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