
 

Personal User Manual  
 
A guide to working with me—my communication style, how I think, and what helps me 
collaborate effectively. 

Intent: I look forward to getting to know everyone I work with individually over time, but I 
like to proactively get ahead of ambiguities and be open about my shortcomings. This is 
not meant to be directive by any means but rather a shortcut with transparency and 
openness.  
 
— 
Context: A great idea from Noel Brier, CEO of Percolate is the “introduce yourself” email which 
is an email send out by new hires to the team on their first day. It includes a photo (which is 
encouraged to be silly) and some brief information about their interests and quirks and any 
personal history they are happy to share. 
 
Taking this idea a step further and not just for new employees is the idea of your own user 
manual, aimed at providing other people with an insight into your character, how you would like 
to deal with them and how they should deal with you. It makes so much sense rather than taking 
an extended time to learn the quirks of your work associates, to simply have them tell you off 
the bat.”  
 
-Communicating to yourself and others — Your Personal User Manual and other great tools | by 
Tom Connor | 10x Curiosity | Medium 
 
 
這是我前一陣子從一位朋友那裡聽到的概念，他正在進行這件事，希望可以改善他和他的團隊的

溝通品質。對於有趣的概念我總會好奇，於是搜尋了一下有沒有具體的方法和範本，發現這其實

是設法讓別人知道「我是怎麼樣的人、我希望別人如何跟我相處」的方法。 
 
-老查專欄》寫一份自己的「使用說明書」，讓溝通更順暢  
 
More info on Personal User Manuals in the bottom of the doc. I’d love for people who work with 
me to make their own and share them with me! 
 
— 

 
 

https://medium.com/10x-curiosity/communicating-to-yourself-and-others-your-personal-user-manual-and-other-great-tools-cb015400ee02
https://medium.com/10x-curiosity/communicating-to-yourself-and-others-your-personal-user-manual-and-other-great-tools-cb015400ee02
https://club.commonhealth.com.tw/article/3789


 

Bessie’s Personal User Manual 

 

 
My style 

 
 



 

●​ I can come across as blunt and as either enthusiastic or overly intense 
○​ This has been either seen as, "I care about solving problems that matter and 

helping teams make progress, so I like to dive directly into issues" or “hey there, 
coming on too strong”  

○​ I’m actually a lot more flexible than the momentary enthusiasm would suggest - 
facts are very persuasive to me, and I value the truth above ego 

●​ I am willing to try things even if they may fail because thought exercises can lead to 
different way to looking at or solving the problem  

●​ I like being right, but I will change my mind if arguments are compelling 
●​ Having the right information is very important to me because I have a curious nature  
●​ I prefer direct communication 
●​ I do not shy from conflict  
●​ I want to treat people how they want to be treated versus one approach, but I’m not the 

best person at feeling this out.  
○​ Please let me know how you want me to communicate with you, etc. so we can 

best work together  
 
How I like to be approached 

●​ I like when people are prepared and come with potential solutions to workshop, even if 
incomplete, versus just problems 

●​ I appreciate straight direct communication - in fact, I am not great at contextual clues  
○​ This doesn’t have to be face-to-face, an e-mail or msg is welcome  

●​ Credibility and preparation matter to me. If you haven’t done the work, don’t expect me 
to take you seriously. I expect place high expectations on the same from myself 

 
What I value 

●​ Integrity and honesty  
●​ Thoughtfulness, curiosity, and learning  
●​ Hard work combined with smart work  
●​ Willingness to admit and risk failure  
●​ Flexibility and adaptability 

 
How I like communication  

●​ I prefer e-mail for async - will get back within a day 
●​ I try to work in Pomodoros and blocks so work actually gets done, so it may take time to 

get back on Slack 
●​ I am not the most responsive to text and can forget to respond. If it’s urgent, call me 
●​ I’m happy to accommodate time zone differences provided we trade-off evenly  

 
Favorite working conditions  

●​ Flexibility is most important to me. I work hard and will extend people the same grace for 
doing the same  

●​ I love collaboration, but focus time in the morning is important to me for deep work 

 
 

https://todoist.com/productivity-methods/pomodoro-technique


 

●​ I try hard not to get on the “meeting treadmill” where we end up treading water with 
discussions but without time, ability, or will to execute  

●​ Emergencies are fine, but I generally draw clear boundaries between the hours I’m 
working and not. I try to do my work in a way where people aren’t left hanging (eg. docs) 
if I’m out 

○​ I take my relationships and personal obligations very seriously and have the 
same respect for others 

●​ Learning and hearing others perspective is very important to me, especially in the 
context of product development, and I expect the people I work with to do the same for 
each other 

 
How I make decisions 

●​ A mix of information and looking at future possibilities even if the data may not be 
available  

●​ Weighing everyone’s opinions and larger context of the economic environment 
●​ I generally believe in playing the long game, but understand quick wins need to be 

distributed on a regular cadence  
 
How can people help me  

●​ Point out what I’m not seeing. Fill me in on the details and context. If I haven’t brought it 
up, it is most likely I am being totally clueless. I don’t have a problem with saying I’m 
intentionally not doing x, y, z.  

○​ Slack, e-mail, 1-1 meetings, coffee,calls are really helpful for this  
●​ Let me know if I or a situation is overwhelming them  

○​ Asking if we should take a break or revisit is a good signal  
●​ Help me understand how I can help them reach their goals 

○​ As I get to know everyone, I really care about talking to people 1:1 and getting to 
know what they care about  

 
I deeply value honesty, equality, and hard work. Therefore I find the following behaviors 
unacceptable 

●​ Unethical behavior, treating your colleagues poorly, creating a toxic workplace, and 
bullying 

●​ Bigoted behavior, eg. sexism and treating people as less than based on immutable 
innate traits  

●​ Lack of effort without explanation  
 
What people misunderstand about me  

●​ I’m willing to change my mind with facts and arguments  
●​ People mistake my enthusiasm and willingness to debate as self-serving, but I believe 

one of the best things I can do is advocate for positions based on that energy and am 
willing to advocate for the ideas and accomplishments of others, not just my own  

●​ When the pressure is high, I can appear aloof and uncaring when I’m in fact trying to 
focus and/or get out of people’s way 

 
 



 

  
My Blind Spots 

●​ My decisiveness and presence can turn people off  
○​ I try to be aware of this and intentionally try to give people space  

●​ I can get frustrated if I perceive others are not working as hard as I am or have the same 
sense of urgency as me, but I can accept that priorities are different if I am informed 

○​ Having the right information is key for me here  
●​ On the flipside of that, I can get calmer and almost cold as pressure goes up, sometimes 

people misinterpret that as me not caring or emotionally distant vs me trying to turn down 
the temperature to focus 

○​ I’ve been focused on trying to convey more clearly what I am feeling and thinking  
in the moment 

 

 
 



 

Various Personality Test Results 
●​ I take these with a grain of salt, but I think they are helpful in understanding my strengths 

and weaknesses  
●​ I refer to these once in awhile to make sure I’m working within my strengths and 

managing areas that are weak or energy-draining for me  
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●​ Communicating to yourself and others — Your Personal User Manual and other great 
tools | by Tom Connor | 10x Curiosity | Medium  

●​ Miro Template Exercise Example 

 
 

https://medium.com/10x-curiosity/communicating-to-yourself-and-others-your-personal-user-manual-and-other-great-tools-cb015400ee02
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