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Leaders become great, not because of their
powers, but because of their ability to empower
others.

       --Warren Bennis--John Maxwell

How an open door policy ought to work
A successful and effective

open door policy leaves the
door open to more senior

managers, but provides guide-
lines that enable problem solv-

ing at all levels of the organi-
zation, writes S u s a n M.

H e a t f i e l d ,
www.humanresources.about.com.

An open door policy can
enable and allow access for all

employees to visit senior man-
agers.  Employees seek help from senior

managers with a variety of issues. But a com-
mon issue is that the employee is having

problems with their supervisor or manager.
The senior manager who seeks to solve this

problem, without enabling the manager or
supervisor in question to solve the problem

first, creates a dysfunctional organization.
When an employee wants to talk about

a variety of issues, such as the company, the
markets, employee needs and wants, the

senior manager must listen. This provides
substance to the open door policy. But, if the

employee is complaining

about their supervisor, the
manager must ask if the em-

ployee has addressed the is-
sue with their supervisor. If the

answer is “NO,” the manager
must redirect the employee to

first address the issue with his
or her immediate supervisor.

Many factors affect this rec-
ommendation. Maybe the su-

pervisor is difficult to talk with,
disrespects the employee’s point of view, or

disagrees with the employee’s suggestion.
Consequently, the senior manager must

follow up to make certain the employee does
address the issue with their supervisor and

that the supervisor appropriately responded.
If not, the senior manager needs to bring the

employee and supervisor together to assess
the situation. As with any other kind of con-

flict, the conflict, left unaddressed, will fester
and hurt relationships and the organization.

Source:  www.humanresources.about.com

Don’t undercut yourself
with these mistakes

Managers have to recognize their mistakes

in order to overcome them. In your daily in-

teractions with employees, watch out for

these common missteps that can sabotage

your success:

Micro-managing. Employees who think you

don’t trust them with the simplest tasks won’t

be motivated to work hard at their jobs. Learn

to delegate and give people enough freedom

to enjoy their tasks without intrusion.

Punishment. Motivation through punishment

doesn’t lead to high performance and en-

gagement. Enforce your organization’s rules

and policies, but use rewards and praise to

encourage employees’ best work.

Negativity. Even in tough times, display an

optimistic outlook. Employees pick up on

managers’ moods, and if you’re gloomy or

preoccupied with problems, they’ll feel fear-

ful and defensive instead of energized and

inspired.

Unilateralism. Employees want to feel in on

decisions that affect their work. You may

make the final call, but talk to employees when

exploring options and changes so they know

what’s coming up and have a chance to make

their voices heard.

Improving
employees work

productivity
Harness the power of the employee’s self-

expectations to ensure powerful, produc-

tive, improving, successful work perfor-

mance. These are ways in which you can

encourage positive, powerful self-expecta-

tions in employees.

Ü Provide opportunities for the employee

to experience increasingly challenging as-

signments. Make sure she succeeds at

each level before moving forward.

Ü Enable the employee to participate in

potentially successful projects that bring

continuous improvement to the workplace.

Ü Provide one-to-one coaching with the

employee. This coaching should emphasize

improving what the employee does well

rather than focusing on the employee’s

weaknesses.

Ü Provide developmental opportunities

that reflect what the employee is interested

in learning.

Ü Assign a successful senior employee

to play a developmental mentoring role with

the employee.

Ü Hold frequent, positive verbal interac-

tions with the employee and communicate

consistently your firm belief in the

employee’s ability to perform the job. Keep

feedback positive and developmental where

possible.

Ü Make sure the employee is receiving

consistent messages from other supervi-

sory personnel. How you speak to others

about employees powerfully molds their

opinions.

Ü Project your sincere commitment to the

employee’s success and ongoing develop-

ment.

S o u r c e : S u s a n H e a t h f i e l d ,

www.humanresoucesabout.com

Source: http://www.managebetter.biz/
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--John Maxwell

Building  confidence with small changes
When you’re newly promoted or just starting

out in a leadership position, you may feel ner-

vous about your new responsibilities and un-

certain of your ability to lead. Take this ad-

vice: Start small. Identify a change that will

improve things a little without shaking your

department or organization up too much. Start

talking to people who already seem receptive

to your ideas. A modest success will prove to

you—and others—that you know what you’re

talking about. Use the experience as a

steppingstone to more ambitious initiatives.

Source:  http://www.managebetter.biz/

Finding a positive when criticized
No one enjoys being criticized, but to suc-

ceed, you have to learn to deal with it. One

technique: When you respond, find something

in your adversary’s position to agree with. “I’m

glad, Mary, that we agree that increasing rev-

enues is our most important task, and we all

hope to share in the rewards that brings. It’s a

worthwhile goal. I just think that …” is one

model for response.

Source:  http://www.managebetter.biz/

Enough with the late-night emails already
If it’s 11 PM and you’ve just remembered

something your team needs to do tomorrow,

it might seem like a good idea to send them

an email while you’re thinking about it. Well,

it’s not. If you’re emailing late at night or on

weekends, most employees think a late-

night response is required – or that they’ll

impress you if they respond immediately.

Making them be “always on” hurts results. A

frantic environment that includes answering

emails at all hours doesn’t make your staff

more productive. It just makes them busy and

distracted. When they’re constantly monitor-

ing their email after work, they are missing

out on the essential downtime their brains

need. Creativity, inspiration, and motivation

are depletable resources that need to be re-

charged. So refrain from after-hours commu-

nication and be clear about expectations. Set

up policies to support a healthy culture that

values downtime.

Source:  Management Tip of the Day, Harvard
Business Review

Identifying your 3 most
important job tasks

Passion and skills alone aren’t enough to

ensure success, but periodically analyzing

the key success factors of your job can help

you excel. To get up to speed, start by ad-

dressing the top tasks that are most vital to

your career success. Ask yourself: If you

were starting the job now, what would be the

three tasks most critical to superb perfor-

mance? Then assess how your current skills

align with those requirements. What training

or skills development do you need? Focus on

a plan to update your skills and spend at least

70% of your time on these responsibilities. To

keep your three key tasks in focus, write them

out and look at your list before agreeing to

other demands on your time. Going forward,

reassess your key tasks on a regular basis

and update your list.

Source:  Management Tip of the Day, Harvard Busi-
ness Review

Separating the to-do from the do-later
An overflowing inbox or to-do list can derail

your day if you don’t take control right away.

Try this tactic: When something lands in your

inbox, give it a quick glance and then put it in

one of two files: “To Do Immediately” or “To

Do Later.” Sorting your work into these two

categories helps prioritize your daily activities

and reduces the temptation to procrastinate

when you feel overwhelmed by everything that

needs to get done. Identifying and separating

priority work will diminish the feeling of being

inundated.

Source:  http://www.managebetter.biz/

Building motivation
on these topics

The road to motivation starts with regular
conversations between you and your employ-
ees. Get together frequently, even if only for
a few minutes each week, and discuss mat-
ters like these:

• Direction. Talk about priorities, necessary
outcomes, and the nature of the employee’s
job (including how it could be expanded as
the employee gains skills).
• Performance. Define what good perfor-
mance looks like and how it’s measured, so
employees clearly understand how to suc-
ceed on the job.
• Feedback. Give employees specific feed-
back on how they’re doing, where they could
improve, and what they’re doing right.
• Delegation. Assign more responsibilities
to your employees. Give them sufficient au-
thority and autonomy to make decisions and
solve problems.
• Support. Find out what your employees
need in order to do their jobs better. Provide
tools, training, and resources as promptly as
you can.
• Recognition. Praise employees for good
work, and point them toward opportunities for
success in the future.

Keeping  the respect
you’ve earned

Earning the respect of your team can be a

long process. Losing it, unfortunately, is all

too easy. Maintain your status by avoiding

these common mistakes:

• Mixing your messages. For instance, don’t

harangue employees about the importance

of quality and then cut corners in your own

work.

• Making promises you can’t keep. Be

careful what you promise employees. If you

can’t deliver, they may never trust you again.

• Ignoring employees’ suggestions. If you

ask for suggestions or ideas, consider them

seriously. If you have to reject them, explain

why.

• Keeping your door closed. Don’t spend

your days incommunicado behind closed

doors. Get out and talk to employees, and

welcome them when they come to you.

Source:  http://www.managebetter.biz/

Source:  http://www.managebetter.biz/

Remember the difference between a boss and a leader;

a boss says “go!” a leader says “let’s go!”
--E. M. Kelly


