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Hør om dine muligheder 

 

 

This tool has been summed up based on the many accomplished conversational 

courses, workshops, and lectures that KLAUSEN has accomplished in recent 

years.  

 

This book will give you the tools to handle chaotic working conditions and to 

overcome descending welfare in the workplace.  

 

The book is based on several symptoms that have emerged in KLAUSEN’s 

conversational courses with employees and managers. Symptoms, which in the 

worst-case scenario would lead to long-term sickness absence because of stress. 

 

With this book, you will gain specific instruments on how to overcome the 

symptoms of yourself or your employees in the workday.  

 

  

  

 



 

Learn about your possibilities 
 

BASIC STRUCTURE DOCUMENTS 
In KLAUSEN’s conversational courses the lack of structured documents appears as 

a consistent symptom in the employee.  

The purpose of basic structure documents is to give the individual employee an 

anchor and measurement point, which helps define the individual’s role in the 

workplace and in his or her private life cf. the life plan.  

Therefore, it is important that you take the time to compose the important 

structure documents. 

The crucial importance of the structure documents can be compared to a pilot’s 

flight plan. If you do not have a concrete flight plan for where to go, you will not 

take off. The purpose of the flight is the main cause for even getting into the 

cockpit, and without a clear plan, the pilot cannot do his job.    

CAREER AND LIFE PLAN – YOU HAVE TO 

KNOW WHY YOU ARE HERE  
Any employee needs to have a career plan. It helps define, where you want to go, 

with the job you have.  

The career plan entails that you have a plan for where, and with which jobs, you 

see yourself in the future. 

If you do not have a career plan to define your wishes for your future career, you 

will not be able to plan your work, so that it has the most relevance and makes the 

most sense to you. As a result, your job can seem confusing because there is no 

clear purpose with it in relation to what you want with your career in the long 

term.  

The same goes for your private life. If you do not have a plan for what you want in 

the future, you cannot plan the present to get there.  

By having a career and life plan you will make sure that your work life and private 

life feels meaningful for you, and thereby you will easier recreate your motivation 

and welfare. 

Send an email to info@klausen-hr.dk if you wish to receive our templates to fill out 

your own career and life plan. 

mailto:info@klausen-hr.dk
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ROLE DESCRIPTION   
As an employee, it is important that you are aware of the role you play in your 

workplace. You must take the role of questioner here, so that you best find out how to 

satisfy your most important customer, namely your boss. 

The role description indicates the framework for your work and through an interview, 

you can make a priority list of work tasks that you have to handle. You have to admit 

that you probably do not always want to reach all the points, but you reach what is 

most important to you and your boss in priority order. 

It is important that your discussions also revolve around the mindset or attitude that 

you and your boss agree you need to have in order to fulfil your function in the 

company satisfactorily. Use 3-4 points to describe your mindset before describing your 

actual job content. 

Clarifying the mindset is at least as important as clarifying the work tasks, as it is most 

often the mindset that is crucial for having the right alignment of expectations. 

Working with your role description and your mindset will give you both increased 

confidence and job satisfaction. 

You can send an email to info@klausen-hr.dk if you want our template sent for use in 

the above work. 

 

 

 

 

Role description, order of priority                 weight 
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UNRESOLVED TASKS 
 Unresolved tasks in the workplace can create frustration. They are usually not part 

of your role description but still tend to land on your desktop. Therefore, prepare a 

list of the unresolved tasks that you perform for your manager. It provides a basis for 

dialogue so that together you can become aware of which tasks you MUST do. 

Make sure the list of unresolved tasks becomes a guideline for which tasks to solve, 

which to delegate, and which ones to completely delete from your workday. 

  

DAILY PLANS  
– create structure of your daily programme  
For you as an employee to utilize your working day in the best and most efficient 

way, it is important that you have a structured plan for how you want to spend your 

time. Therefore, set aside your first minutes of the day to make a plan of the day's 

content. 

Here you can insert times for when to check and answer emails, go to meetings, take 

breaks, solve tasks, and when to finish and go home. Decide how you want to 

structure your day, but recognize that it will rarely be possible to achieve it all. 

 

Daily plan for reading mails 

8.00 – 8.05 reading mails and prioritizing tasks 

10.00 – 10.05 --------------- I I --------------- 

12.00 – 12.05 --------------- I I --------------- 

14.00 – 14.05 --------------- I I --------------- 

 



 

 Learn about your possibilities 

  

 

At KLAUSEN HR we have developed a 5-point method, which has been created to give you a tool that you can use when faced with a 

situation you would like more control of. When using the tool, you can always move on to the next step, if the previous one was not 

enough to release the tension in your body. 

 

Imagine that your manager approaches you and tells you to trim a 180-mile-long hedge in one hour. This task is completely 

impossible, and you can already feel how your heart is racing just by thinking about it. In a situation like this, it is essential to use the 

5-point method. 

 

The 5-point method is incredibly effective for most people, but the secret is to try to find the method that works for you. It is 

important, as during your life you will often find yourself in stressful situations. 

 

 

     

KLAUSEN HR’S 5 POINT METHOD FOR 

SELF MANAGEMENT 



 

 Learn about your possibilities 

 

 

 

 

 

1. Movement  
 In a situation where your employer has given you a task that seems unmanageable, your 

first reaction is physiological. Your negative thoughts affect your body, and a heavy 

mental strain can result in stiffness in the body. Therefore, it is important that you use 

the walk it off method, which triggers your blood circulation. According to the National 

Board of Health, there is a direct connection between physical activity and health. 

Swedish studies have even proven that physical activity reduces and prevents stress, 

burnout, depression and tension. 

Your body needs to get its blood circulation going when you are stressed or 

overwhelmed by a work task so that you do not get frustrated and overload in your 

office chair. 

Get up and walk for a few minutes, do the dishes or peel the potatoes for dinner so you 

can process your impressions during physical activity. 

The physiological is stronger than the psychological, and you therefore need to create 

energy and health in case of overload.  
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2. Breathe – deeper!   
Once you are at the first point in the process, it is natural to start breathing better and 

deeper. When you have more life in your body, try to breathe deeply and calmly so that 

your body relaxes. When you breathe soothingly, you create the best setting for your 

body to relax and your brain to work. 

Think about how you use your breathing in different situations. If you need to lift 

something heavy, take a deep breath before making your lift. And if you go hunting, your 

breathing is an extremely essential part of the process. Your breathing is part of your 

way of tackling physical challenges, and you need to get used to letting it help your 

psyche as well. 

By becoming aware of your breathing and by using it consciously, you create the best 

starting point to come up with some good questions that you can ask your boss 

regarding your task, and thereby you can begin the third point in the process.  
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3. Ask questions  
Communication is anti-stressful. Therefore, prepare a series of questions for your boss 

that you think can make the task clearer to you. Be prepared that you may have 

misunderstood the task. To return to the example of the hedge, it may be that your boss 

simply thought that the hedge should be mowed within the next six months and that you 

get an hour available with a garden architect who can help you decide, how to hedge the 

hedge. 

Your questions help clear up misunderstandings and misinterpretations, and they allow 

you to determine what your most important customer, namely your boss, expects of 

you. Therefore, do not worry until you have been asked your questions. 

Be aware that the relationship with your boss is 80/20 and it is always the boss who 

decides. Therefore, remember to formulate yourself properly in the dialogue with your 

boss.  
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4. Process  
Now use the time to figure out how to best solve the task. Find an idea generation 

method that works for you. For example, it could be mind mapping, where you get all 

your ideas to solve the task written down in writing. Then you can decide which solution 

is suitable for the current task. 

If you do not know about an idea generation method, it is important that you do 

research. Go to the library or read online to find a method that works for you. Try the 

different methods until you find one that works for you. By generating ideas, you get a 

more manageable and visible process when you have to solve a given work task.  
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5. Call a friend  
If you are still in doubt or worried, move on to point 5. Talk to a friend and listen to what 

your friend says. Do not do anything hasty as a result of your negative thoughts. Listen to 

the input you get from the outside and handle the situation based on that. 

There is security in getting the process run with someone else. Thereby you will find out 

how he or she would best respond to the situation. 

In some cases, your friend can offer the most simple and logical solution because your 

friend does not know the area himself and therefore does not even add complexity in 

terms of knowledge to the situation. 
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FOUR GREAT ADVICE FROM OTHER 

EMPLOYEES: 

-  Get a greater focus on diet and exercise and become 

aware of how your body feels 

 

- Develop a career and life plan and follow it up 

 

- Make a role description for yourself on an ongoing 

basis, so you know how and what to prioritize when 
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GROW YOUR DIGITAL ASSISTANT 

BRAIN  
We have never had as many aids available as we have right now, and we have 

never been as busy as we are right now. 

Unfortunately, we are not always so good at using the aids to overcome the 

pressure we feel from our working life as well as from our other lives with family, 

leisure and association life. 

In the coming sections, we will provide some good advice on how digital aids can 

be used to create order in chaos and give us control over our time back. 

 

Efficient use of the digital notebook  
Imagine standing in the supermarket with your mobile in hand and looking at a 

recipe that you want to make for dinner. The list of ingredients is long, but the 

shopping list that you have made is in a notebook at home on the kitchen table. 

The annoying situation can be avoided if you just use a digital notebook. There is a 

myriad of options within digital notebooks, and it's about finding a solution that is 

compatible with your gadgets and that works for you. With a digital notebook, you 

have the opportunity to search all your notes with your keywords. You can make a 

shopping list on one device and find it on another when you are in the 

supermarket. The digital notebook is always available as it is on your phone that 

you always have with you. You avoid standing in the supermarket without a 

shopping list and resent that you have forgotten it. 

With a digital notebook, you can write down everything that you think will have 

value in the future. For example, write down the course of your last 5-point 

process so that you can refer back to it and see what works for you the next time 

you are in an unmanageable situation. 

Then you have a visual SOS plan that you can go back to when you need it. 
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TAKE CONTROLS OVER OUTLOOK  
To avoid having your emails control your day, it is important that you make sure you 

have a clear plan of when in the day you want to look at your Outlook. To adhere to 

your plan, you need to eliminate the possibility that Outlook may distract you from 

your work. 

Therefore, remove all pop-ups from Outlook. Outlook gives you a pop-up window to 

notify you that you have received an email. You cannot help but notice pop-ups when 

they pop up, but they are distracting and should be removed so that you take control 

of when Outlook should take your attention. 

Are you going on holiday, or are you unable to answer for a period of time, then make 

an auto-answer that tells when you are back at the office. It creates a time frame, so 

senders know when to expect a response from you. It provides a clear vote of 

expectations. It is good customer service and ensures that your senders do not feel 

downgraded or ignored. 

Also, always remember to put exclamation marks next to your emails when sending a 

very important message. Outlook has this option for you to use it. 
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HOW DO I AVOID STRESS? 

Overall, there are 3 factors:  

- Own physical and mental condition at attendance. 

- Structure in your processes 

- Chaos / creativity / empathy / learning / coziness. 

Can factor 1 and 2 be taken for granted?  

- Exercise and diet plans are followed closely, so both match your age and interests  

- Protocols for handling the day's work content are executed 
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