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_ 

IN TOUGH TIMES, those who have a job need to do what they can to keep it - but what, exactly? We asked America's foremost expert on workplace and leadership issues, USA WEEKEND Contributing Editor Stephen Covey, author of the mega-selling The 7 Habits of Highly Effective People, and colleague Jennifer Colosimo. The two have collaborated on a new book,  Great Work, Great Career (FRANKLlNCOVEY, $14.99). 
: 

? . Here are four steps they say can help make you a valued - and lasting - performer in the office:'. 
, 
Whether you're writing 'a self-evaluation or having an 'impromptu chat with a boss in the elevator, take advantage of these opportunities to "sell" your value to the company,  Keep track of accomplishments.  What-did you produce?  How did your work translate into clear value for the company?''  YQU need a summary of what you do that combines your strengths and passions, along with what you've done to make a clear contribution," Covey says."  That's when you immediately establish a sense of how valuable you are."  Then; don't be afraid to brag. 

Save your job 

Workplace guru Stephen Covey shares 4 vital tips to make you indispensable. 

Find solutions. The old saying, "If you're not part of the solution, you're part of the problem," may never be more timely. Economic shifts can rapidly spin a company's fortunes. Valuable professionals are quick on their feet They don't spread panic about change. Instead, they find opportunities within. 
Build a village. In the 20th-century corporate world, success often meant playing the right office politics. Although that dynamic hasn't exactly gone  away, it's evolving now: It's less about schmoozing over martinis at lunch and more about building a constituency of support.  Offer a valuable hand when you can.  "Everyone is stretched to the max these days," Colosimo says. "Even a small gesture can help out.  If you read a helpful article that relates 'to something that your colleagues are working on e-mail it to them. It shows you are not only aware of what they do but also that you care and want to help."
Expand your role. To emerge as an employee whose value is fully realized, you need to step out of the comfort zone of your current Job description. Expand your role in useful ways that take ad- vantage of already proven strengths. "In the Industrial Age, people stood around and waited to be told what to do," Covey says. "Then, as office jobs took hold, they made detailed job descriptions, and employees were not, encouraged to stray from those boundaries. But that's not the case anymore." ~ 
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