Personal User Manual

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

Intent: | look forward to getting to know everyone | work with individually over time, but |
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
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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
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My style



e | can come across as blunt and as either enthusiastic or overly intense
o This has been either seen as, "l care about solving problems that matter and
helping teams make progress, so | like to dive directly into issues" or “hey there,
coming on too strong”
o I'm actually a lot more flexible than the momentary enthusiasm would suggest -
facts are very persuasive to me, and | value the truth above ego
e | 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 | will change my mind if arguments are compelling
Having the right information is very important to me because | have a curious nature
| prefer direct communication
| do not shy from conflict
| want to treat people how they want to be treated versus one approach, but I'm not the
best person at feeling this out.
o 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
e | like when people are prepared and come with potential solutions to workshop, even if
incomplete, versus just problems
e | appreciate straight direct communication - in fact, | am not great at contextual clues
o This doesn’t have to be face-to-face, an e-mail or msg is welcome
e Credibility and preparation matter to me. If you haven’t done the work, don’t expect me
to take you seriously. | expect place high expectations on the same from myself

What | value

Integrity and honesty

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

How | like communication
e | prefer e-mail for async - will get back within a day
e | try to work in Pomodoros and blocks so work actually gets done, so it may take time to
get back on Slack
e | am not the most responsive to text and can forget to respond. If it's urgent, call me
e |I'm happy to accommodate time zone differences provided we trade-off evenly

Favorite working conditions
e Flexibility is most important to me. | work hard and will extend people the same grace for
doing the same
e | love collaboration, but focus time in the morning is important to me for deep work


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

e | 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

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

o | take my relationships and personal obligations very seriously and have the
same respect for others

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

How | make decisions
e 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
| generally believe in playing the long game, but understand quick wins need to be
distributed on a regular cadence

How can people help me
e Point out what I'm not seeing. Fill me in on the details and context. If | haven’t brought it
up, it is most likely | am being totally clueless. | don’t have a problem with saying I'm
intentionally not doing x, v, z.
o Slack, e-mail, 1-1 meetings, coffee,calls are really helpful for this
e Let me know if | or a situation is overwhelming them
o Asking if we should take a break or revisit is a good signal
e Help me understand how | can help them reach their goals
o As | getto know everyone, | really care about talking to people 1:1 and getting to
know what they care about

| deeply value honesty, equality, and hard work. Therefore | find the following behaviors
unacceptable
e Unethical behavior, treating your colleagues poorly, creating a toxic workplace, and
bullying
e Bigoted behavior, eg. sexism and treating people as less than based on immutable
innate traits
e Lack of effort without explanation

What people misunderstand about me
e I'm willing to change my mind with facts and arguments
e People mistake my enthusiasm and willingness to debate as self-serving, but | believe
one of the best things | 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
e When the pressure is high, | can appear aloof and uncaring when I'm in fact trying to
focus and/or get out of people’s way



My Blind Spots
e My decisiveness and presence can turn people off
o | try to be aware of this and intentionally try to give people space
e | can get frustrated if | perceive others are not working as hard as | am or have the same
sense of urgency as me, but | can accept that priorities are different if | am informed
o Having the right information is key for me here
e On the flipside of that, | 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
o I've been focused on trying to convey more clearly what | am feeling and thinking
in the moment



Various Personality Test Results

e | take these with a grain of salt, but | think they are helpful in understanding my strengths
and weaknesses

e | 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

GALLUP CliftonStrengths

Bessie Chu

SURVEY COMPLETION DATE: 02-15-2023

Depending on the order of your themes and how you responded to the assessment, some of your themes
may share identical insight statements. If this occurs, the lower ranked theme will not display insight
staternents to avoid duplication on your report.

Your Top 5 Themes
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Command
Self-Assurance
Strateqgic

Achiever

U

Activator

1. Command
People who are especially talented in the Command theme have presence. They can take control of
a situation and make decisions.

2. Self-Assurance
People who are especially talented in the Self-Assurance theme feel confident in their ability to
manage their own lives. They possess an inner compass that gives them confidence that their
decisions are right.

3. Strategic
People who are especially talented in the Strategic theme create alternative ways to proceed. Faced
with any given scenario, they can quickly spot the relevant patterns and issues.

4. Achiever
People who are especially talented in the Achiever theme have a great deal of stamina and work
hard. They take great satisfaction from being busy and productive.

5. Activator
People who are especially talented in the Activator theme can make things happen by tuming
thoughts into action. They are often impatient.
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A Customized Report for: Bessie Chu Workplace Big Five Profile™ 4.0

Date: December 02, 2021

Norm Group: Global

N: NEED FOR STABILITY
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THE DEGREE TO WHICH WE RESPOND TO STRESS RESILIENT (N-): RESPONSIVE (N=) REACTIVE [N+)
N1: WORRY [ <4 > ]

Al ease most of the lime Some concem from time Lo time Fraquenty worries
NZ2: INTENSITY | < 8 2 |

Usually ealm Oceasionally heatad Quickar tampar
N3: INTERPRETATION | < 58 I

Mora optimistic Realistic axplanations Loss oplimistic

N4: REBOUND TIME
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| 4

Rapid rabound time

Modarate rebound tima

Longer rebound time

THE DEGREE TO WHICH WE TOLERATE SENSORY INTROVERT (E-): AMBIVERT (E=) EXTRAVERT (E+)
STIMULATION FROM PEOPLE/SITUATIONS
E1: WARMTH [ 8 > ]
Helds down positive feslings Demanstrates some positive leelings Shows a lot of positive faalings
E2: SOCIABILITY [ <8 > ]

E3: ACTIVITY MODE

Prefars working alone

Occasionally ssaks out others

Prefers working with others

|

Prafars baing still or in one place

Mainlaine a moderate activity leval

Profers to be physically active

E4: TAKING CHARGE [ ) |
Prafers baing independent of others Acoepts some responsibility for others Enjoys responsibliity of leading others

ES: TRUST OF OTHERS [La> |
Is skeptical of others Is somewhat trusting of others Readily trusts others

E6: TACT | [ |

0: ORIGINALITY

THE DEGREE TO WHICH WE ARE OPEN TO NEW

Tends o speak mora directly

PRESERVER (O-):

Exerts moderale care in selecting words

MODERATE (0=)

Carefully selects right words

EXPLORER (O+)

EXPERIENCES / NEW WAYS OF DOING THINGS

01: IMAGINATION [ LI |

Implements plans Creates and implements equally Creates new plans and ldsas
02: COMPLEXITY [ <>

Prefars simplicity Balance of simplicity and complexity Saeaks complexity
03: CHANGE | <& 577

Wants to maintain existing mathods Is somewhal accepling of changes Roadily accepts changes and innovations

04: SCOPE [ <4 > |

Altentive to detalls Altands lo detalls if neaded Prefars a broad view and resists details

A: ACCOMMODATION 2 [ TTHINNN .

THE DEGREE TO WHICH WE DEFER TO OTHERS CHALLENGER (A-): NEGOTIATOR (A=) ADAPTER (A+)
A1: OTHERS' NEEDS [ |

More interested in sell neads Interested in neads of others and salfl More interested in others’ needs
A2: AGREEMENT [ 38 |

Seeks resolution Seeks harmony

Welcomes engagement

A3: HUMILITY [Tn> |
Wanis acknowledgement Likes soma acknowledgement L with

Ad4: RESERVE (o> |
Usually axprosses opinions Expressas opinions somewhal Kaeps opinlons to salf
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BALANCED (C=) FOCUSED (C+)

C: CONSOLIDATION

THE DEGREE TO WHICH WE PUSH TOWARDS GoALs  FLEXIBLE (C-):

C1: PERFECTIONISM <=n> I
Low need to continually refine ot palish Occaslonal nesd (o refine or polish Continual need to refine or polish
C2: ORGANIZATION L <8 - |
Comfortable with litle formal organization Maintains some arganization Keaps everything organized
C3: DRIVE [ LI
Satisfied with current level of achisvement Needs some additional achievemant Craves even mara achievement
C4: CONCENTRATION s> |

Shifts easily batwean on-going tasks Can shift batween tasks Prafers completing tasks bafore shifting

C5: METHODICALNESS [ 8> |
Operales in a mote spontanecus mode Does some planning Develops plans for everything
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Character strengths are the core personality traits that define your unique identity and make you feel authentic, alive and engaged
in life. Your free Character Strengths Profile below lists your strengths from highest to lowest based on the positive qualities that
are strongest in you! Research shows learning about your strengths and how to express them can make you happier, less stressed,
more productive at work and better connected to others. Interested in exploring the best parts of yourself? Check out our

personalized, in-depth Total 24, Top 5 and Youth Reports and use your strengths to build your best life.

YOUR SIGNATURE STRENGTHS

Love of Learning
» WISDOM
Mastering new skills, topics, and bodies of knowledge, whether on one's own or formally; related to the
strength of curiosity but goes beyond it to describe the tendency to add systematically to what one knows.
L
'; Curiosity + &! Leadership +
’ Wispom . JUsTICE https://www.viacharacter.org/
" Bravery + Honesty +
4%/  COURAGE COURAGE
YOUR LESSER STRENGTHS
—
Self-Regulation + - Prudence +
@ TEMPERANCE wl®  TEMPERANCE
hitps://www.viach orgfsurvey/surveys/finished/21765312
1/11/22, 11:26 PM VIA Character Strengths Survey Results | VIA Institute on Character | VIA Institute
- . s
Forgiveness + Humility +
L 3 &
TEMPERANCE TEMPERANCE
? Fairness +
vy JUSTICE
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Five Steps to Create a Personal User Manual

Personal User Manuals — The Good, the Bad, and a Template | by Camin McCluskey |

Better Programming

e camin-mccluskey/personal-user-manual-template
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https://www.linkedin.com/pulse/20130129140453-201849-five-steps-to-create-a-personal-user-manual/
https://betterprogramming.pub/personal-user-manuals-the-good-the-bad-and-the-template-7b80db5044ea
https://betterprogramming.pub/personal-user-manuals-the-good-the-bad-and-the-template-7b80db5044ea
https://github.com/camin-mccluskey/Personal-User-Manual-Template

e Communicating to yourself and others — Your Personal User Manual and other great
tools | by Tom Connor | 10x Curiosity | Medium

e Miro Template Exercise Example



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://miro.com/app/board/uXjVM-KF30M=/
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