How to influence people
In the bad old days, you didn't need to worry about influencing people at work. If you were senior to them, you just told them to do something, and they did it. If you were junior to them, it wouldn't have occurred to you to even try to get them to do something.

Those days are long gone.  It's not a case of making people do what you want them to do, whether or not it's against their wishes, but one of convincing them that your way is better, and that it will benefit them, too. As performance coach Graham Smith points out: "True influence requires an understanding of the other persons' own objectives and motivations. It is about constructing a mutually advantageous outcome – the famous win-win situation". 

Planning
Before you approach the other person, you need to know exactly what it is you want to achieve. And if you know the person whom you hope to influence, consider their personality, and how they do business before deciding how you intend dealing with them. You may find that you need a strategy.

Give some thought, too, to how best to express what you need. A more senior person may expect a more formal approach, whereas your peers or juniors may find this intimidating. Smith says: "People often confuse 'power' with 'influence'. It is too easy to fall into the trap of coercing and bullying". This will merely set up more resistance, and lessen the chances of co-operation.

Putting it into action
You know what you want, and why you want it. You need to make this obvious to the other person. Make your case clearly, concisely and convincingly. Explain why your idea is a good one and, above all, outline how they will benefit. But don't trample all over their opinions and concerns. Pay attention to their behaviour and input and modify your message accordingly. You may well have to deal with this person again in the future – this encounter is more than likely part of an ongoing professional relationship, and how it turns out will set the scene for future negotiations.

Don't go into this discussion with everything set in stone. Bear in mind that the other person might actually have a better idea, or might contribute something small that could change how the negotiations pan out.

If the situation turns nasty, and the other person becomes defensive (you may have inadvertently made them feel that you are trying to change the way they work, or that you don't think their work or working techniques are up to scratch), step away and rethink your approach. As with all such situations, you will need to remain objective and as neutral as possible. However poorly your efforts at influencing are received, never let things get personal. 

The end results
Successful influencing will bring not only the result that you wanted, but an improved relationship with the person with whom you have been negotiating, and a potentially productive working relationship going forward. Smith says: "You will know you are influential when people trust you and actively seek out your advice." Someone coming back to you for further advice is as good proof as any that you influenced them properly, rather than steamrolling over them.

What are the biggest challenges?
· Understanding that 'influencing' and persuading' is not the same as coercion or duress. 

· Ensuring that the person you are trying to influence trusts you. This is one of the best ways is to show that you have their best interests at heart. 

· Being absolutely crystal clear in your mind what it is you want to achieve and what you want them to do. 

· Making sure there is some form of motivation for the person you are trying to influence (‘what’s in it for me?'). Clearly, the more that person trusts you then the less will be the need for a high degree of motivation.

What should you avoid doing?
Never tell someone 'Of course, what you should have done is...' because they stop listening after the word 'should'. Worse, they start constructing a whole lot of reasons as to why you are wrong and they were right all along. Similarly, avoid using 'This is what I want you to do for me', as that immediately demands a defensive response along the lines of 'Oh yeah, and why would I want to do that?’ Seeing it only from your angle will force that person further away from you and your desired outcome.

Remember
· If you want to be understood, seek first to understand. That means asking questions of the person to find out their core values and beliefs forming their behaviour. I can guarantee they will be different to your own. 

· Walk the talk. Show them you are an authority on the subject and/or that your judgement can be counted on. Prove that you know what you are talking about. 

· Accept them for what they are. Make them feel good about themselves and they will respond in kind. Mutual respect leads to mutual acceptance and co-operation. 

