Heather Kathryn Swisher
Professional Reading – Freshman Year
Directions: Respond to each of the items below in the space provided. Remember that the summary must be written with the same attention to spelling, grammar, and professional presentation to which all College of Business documents are expected to conform. At a minimum, papers should be two - three pages and address all mandatory topics.

Book Title: How to Win Friends and Influence People by Dale Carnegie 

Content Areas
Summarize the book you read.
     Mr. Carnegie put considerable effort and thought into the production of his business and personality self-help book.  He states that he spent hours upon hours researching and interviewing successful people to find out how they made friends and influenced people and he also has been presenting this very topic in seminars for years.  His background and knowledge is impressive and he presents his tips with tons of anecdotes to help reinforce how to implement his skills and how they have worked for others.  
     The author splits the book into two sections.  The first section is his six principles for making friends.  They are as follows:

1. Become genuinely interested in other people.

2. Smile.

3. Remember that a person’s name is to that person the sweetest and most important sound in any language.
4. Be a good listener.  Encourage others to talk about themselves.

5. Talk in terms of the other person’s interests.

6. Make the other person feel important- and do it sincerely.

To sum this up, Mr. Carnegie suggests that the best ways to make people like you and want to be around you are to become interested in other people instead of our innate desire to only care for our own interests.  He says smiling causes others to be more positive and to think more positively of you and remembering other people’s names will make them feel special and therefore, respect and like you more.  The last three, to me, were the more difficult concepts.  I am a constant talker but Mr. Carnegie states that everyone’s favorite subject is themselves and their own interests.  To make more friends, one needs to listen sincerely to others and take an interest in the things that interest them.  I am currently working on understanding sports in order to converse more successfully with the doctor I work for so let’s hope Mr. Carnegie is right.  Finally, make other people feel important and do so sincerely.  The author stated that others can tell when compliments are just flattery but learn to notice what others are truly good at and compliment them and they will appreciate it.

     The second section of the book focuses on how to influence people.   This section had 12 principles:

1. The only way to get the best of an argument is to avoid it.

2. Show respect for the other person’s opinions.  Never say, “You’re wrong.”

3. If you are wrong, admit it quickly and emphatically.

4. Begin in a friendly way.

5. Get the other person saying “yes,yes” immediately.
6. Let the other person do a great deal of the talking.

7. Let the other person feel that the idea is his or hers.

8. Try honestly to see things from the other person’s point of view.

9. Be sympathetic with the other person’s ideas and desires.

10. Appeal to the nobler motives.

11. Dramatize your ideas.

12. Throw down a challenge.

     The key points in this section all have to do with winning others over to your way of thinking.  The author states that telling someone they are wrong or arguing with someone will never win them to your way of thinking.  People may come to realize a different point of view but not if they feel that they need to take the defensive.  The author suggests instead that instead of arguing with someone, there are several alternatives.  First, always mention your position as if you could possibly be incorrect too.  This opens up the discussion to allow a sharing of ideas rather than a defense of positions.  Always approach disagreements with a friendly light and get the person agreeing with you right away on something so as to create a positive attitude.  

     Mr. Carnegie suggests when dealing with complaints that you allow the other person to do the majority of the talking.  This allows them to feel that they are being listened to as well as vent their concerns.  If you are wrong, it is best to admit it and do so with enthusiasm.  This shows goodwill and will earn you greater respect.  Mr. Carnegie, furthermore, advises that to get an idea adopted, you should allow the other party to come to the idea on their own by leading them to it.  This causes the other party to feel it is their idea and therefore, they will be more enthusiastic towards the new idea.  

    Finally, the author finishes the book with information on how to adapt your thinking to see other’s desires and ideas as well their point of view.  Relating to and understanding others is the best way to understand how best to influence them.   The author also advises ways to make your ideas more appealing to others by appealing to nobler motives, challenging your listeners and being dramatic.  Think about how the ASPCA appeals to others to help their cause.  They use dramatic music and images to appeal to your nobler side.  They want you to be inspired to do good. 

Discuss what you learned from this book as it relates to leadership.
     I learned so much from this book.  I actually found it very inspiring.  I recently accepted employment as an office manager for a newly-opened optometry office and I have been trying hard to use the lessons from this book to be a good manager.  I have been trying to be less of a chatter-box and listen more closely to others and take a great interest in the things that interest them.  I also have been working on noticing the skills and accomplishments of my employees and giving them praise for these things.  I know I am a person who reacts very positively to praise and being noticed for my efforts and I am hoping that I can have the same effect for my employees.

     I am also working on the ways in which I interact with others, including my employees and coworkers.  I do not believe I am ever one to tell someone they are wrong.  However, I am working on being more effective at influencing people.  I have a lot of need for influencing people in a management role.  I am working daily on putting new ideas and plans into action to create greater efficiency in our office.  

     I feel that I could more effectively get my employees to agree with and act on our new plans if I could influence them better.  Much of what the author mentioned on how to influence people could be very useful as a manager.  I really like the idea of helping others to create the ideas so that they take ownership of it and want to see it succeed.   

     I also feel the advice for how to deal with complaints is excellent advice.  I worked as a front desk assistant at a medical practice before accepting my current position and I frequently was on the receiving end of complaints.  The author’s advice is spot on based on my own experience.  Most people who are upset and wish to complain are either looking for a confrontation or a sympathetic ear.  If you allow the person to air their grievances, they will calm and see you as an ally rather than an enemy.  I have learned that most people will calm down and be more rational if you allow them to vent.

     The author offers a lot of good advice for working with others, making friends and being able to influence others effectively.  His advice is very useful and could help one to become a influential and effective leader.  I feel that his book achieved its purpose and is truly inspiring with its anecdotes from very accomplished leaders.  
Critique the book. Be certain to discuss one point that you disagree with and why you disagreed with it. What was the most important point you learned from reading the book? Would you recommend the book to someone else? Why or why not?
      It is very difficult to find something in this book to disagree with.  The author is very successful at backing up all his concepts with anecdotes from great leaders or very successful business people.  He shows how each idea could really be beneficial for a leader to implement.  Also, a lot of what he discusses for working with people are ideas that I myself have seen work effectively in business settings.   However, in a small amount, I do disagree with the importance of names.  I recognize that people like it when you remember their name but on a personal note, I do not expect it and I really could care less if people use my name.  I can see how it leaves a good impression if you do remember someone’s name but I am not sure that it will make or break a business encounter.

     I found two concepts to be most important to me.  I find that listening to others rather than doing all the talking is crucial.  It is a skill, I must admit, that I am not good at and need to work on.  People will always prefer talking to someone who listens and takes an interest in them rather than talks only of themselves.  I am a very talkative person but I am working on listening more.  I also found that admitting your errors quickly and whole-heartedly is excellent advice.  I have learned from my own experiences that making excuses for errors only leads to more problems.  People will feel more positively towards you if you admit your error or faults and apologize.  You are more likely to receive forgiveness or sympathy if you take credit for your mistakes.

     I would definitely recommend this book to others.  I was very impressed with the amount of thought, research and experience went it to writing this book.  The author presents advice that can really be used to help you be a better leader as well as help you to become a better and more fulfilled person.  Even if you have no desire to lead others, the advice in this book can be used to help create more fulfilling relationships with others.  I was very inspired to change my ways by the concepts and the anecdotes in this book.  It is very inspiring to read the views and stories of the great leaders throughout history.  I plan to take what I read to heart to improve myself as a friend, a leader and as a person overall.
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