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tudies show that employees overwhelm-ingly prefer meaningful recognition over generic gifts. According to Gallup, only one in three workers in the U.S. strongly agrees that they received recognition or praise for doing good work in the past seven days. Instead of spending money on items that may end up in a drawer, focus on low-cost but high-impact gestures that show genuine appreciation.

Personalized and budget-friendly ideas 
The most valued forms of recognition don’t have to break the budget. Consider these cost-effective, yet meaningful ways to show appreciation:
•    Extra time off. A bonus day off, flexible scheduling or an extended lunch break can be more valuable than any physical gift.
•    Handwritten notes. A personal, detailed thank-you note from a manager or executive can leave a lasting impact, especially when it acknowledges specific contributions.
•    Public recognition. Highlighting an employee’s achievements in a company-wide email, in a meeting or on an internal platform reinforces their value to the organization.
•    Casual-dress days or relaxed policies. Small perks, like allowing a casual attire week or a work-from-home day, can make employees feel appreciated without added cost.
•    Gift cards with intention. Rather than generic ones, opt for something that aligns with their interests—local restaurants, streaming services or wellness activities.
What to avoid when showing appreciation
Not all appreciation efforts are well-received, and some can have the opposite effect of what’s intended. Here are a few things to steer clear of:
•    Generic or impersonal food gifts. Unless you know an employee’s preferences, food can be a risky choice due to dietary restrictions or personal tastes.
•    Small-value gift cards. A $5 gift card may seem like a nice gesture, but it often comes across as thoughtless or lacking real appreciation.
•    Mandatory celebrations. Requiring employees to attend parties, group outings or team-building events can feel more like an obligation than a reward, especially for those who prefer their free time or uninterrupted work hours.
•    Company swag. Branded water bottles, notebooks or stress balls often feel imper-sonal and are unlikely to be valued as true appreciation gifts.
Why meaningful recognition matters
Gifts are nice, but employees value feeling seen and appreciated more than receiving branded swag. Research from Gallup indicates that employees who do not feel adequately recognized are twice as likely to say they’ll quit in the next year. Small, heartfelt gestures—like a sincere thank-you in front of peers—can have an outsized impact on engagement.
Making employee appreciation ongoing
Creating a culture of appreciation means integrating recognition into daily operations. Start planning now by gathering input from employees, budgeting appropriately and coordinating with leadership. A well-executed appreciation effort—one that aligns with what employees actually want—will foster goodwill and motivation throughout the year.
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our calendar resembles a game of Tetris—colorful blocks stacked end-to-end, leaving barely a sliver of white space to breathe. Sound familiar? The modern work-day has morphed into an endless parade of virtual gatherings, with employees bouncing between Zoom rooms like pinballs. While the shift to remote work has delivered unprece-dented flexibility, it’s also ushered in an era of meeting overload that’s draining product-ivity and morale.

The hidden cost of click-to-join culture
The ease of videoconferencing has become a double-edged sword. With no travel time between meetings, managers can schedule back-to-back sessions with a few clicks. Studies show that know-ledge workers now spend nearly a third of their week in meetings, with many reporting significant increases in meet-ing frequency since the shift to remote work. This digital convenience has stripped away the natural barriers that once limited meeting frequency.
Each unnecessary meeting carries hefty hidden costs:
•    Lost productivity from context switching
•    Decreased focus time for deep work
•    Meeting fatigue and reduced engagement
•    Delayed decision-making due to over-discussion
•    Lower team morale and increased stress.
Here are some strategies for meeting reduction:
1. Audit and eliminate
•    Review recurring meetings quarterly.
•    Question whether each meeting achieves specific objectives.
•    Convert status updates to asynchronous communications.
•    Merge similar meetings to reduce overlap.
•    Identify which participants are essential.

3 don’ts for your next meeting

The need for daily efficiency is more important than ever in the workplace. So neither supervisors nor employees have time for unproductive meetings. You can help keep meetings focused by heeding these three don’ts:
1. Don’t just “discuss.” If you want to convey information, try sending an email or voicemail to the people who would have attended the meeting.
The best meetings let groups do one of three things: brainstorm, solve a problem or make a decision.
2. Don’t digress. Deal with off-topic ideas by placing them in a “parking lot”—a whiteboard or flip-chart page—and agree to pursue them at a more appropriate time.
If a meeting strays from the agenda, help the group refocus by saying, “Are we getting off track?” Summarize periodically by saying, “What have we decided?”
3. Don’t finish any discussion without deciding how the group will act on it. Record action items as they arise. At the meeting’s end, you should have a clear picture of what actions you’ve assigned, what topics have been deemed “off topic” and what needs follow-up at the next meeting.
2. Establish meeting guidelines
•    Set meeting-free days or blocks for focused work.
•    Implement a “no agenda, no meeting” policy.
•    Require clear objectives and deliverables.
•    Default to 25- or 50-minute meetings instead of 30 or 60.
•    Create standardized templates for common meeting types.
3. Make necessary meetings matter
When meetings are essential, maximize their effectiveness:
1.    Share pre-read materials 24 hours in advance.
2.    Start promptly and end early when possible.
3.    Assign clear action items and owners.
4.    Document decisions and next steps immediately.
5.    Follow up with brief written summaries.
4. The role of asynchronous communication
Leverage async tools to replace routine 





























meetings:
•    Project-management platforms for status updates
•    Recorded videos for presentations or demonstrations
•    Collaborative documents for feedback and brainstorming
•    Team chat channels for quick questions
•    Regular email digests for announcements.
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ith everything on your radar during the workday, it’s easy to forget about employee morale. But keeping the team engaged isn’t something that can be ignored or postponed.
Studies show that organizations with high employee morale also show a corresponding level of productivity and employee retention rates. Those same studies show that happy employees rarely file employment lawsuits.
To keep morale on your radar, be aware of some of the common management mistakes that undermine it. According to an OfficeTeam report, here are nine deflators of employee morale, plus tips on avoiding them:
1. Thinking it’s all about money. Money matters when it comes to retention. But it’s not the only thing that keeps employees content (and away from the want ads). Studies show that the primary reason people quit their jobs is unhappi-ness with management, followed by a limited opportunity for advancement. Compensation ranked third, along with lack of recognition.
2. Not standing by your team. Managers who don’t support their workers or appear to compete with them will lose their trust. Stand up for your staff members, particularly if they’re criticized unfairly. If you’re there for them, they’ll be there for you.
3. Keeping a closed-door policy. It may not be an official policy, but employees will know if their managers don’t have the time or interest in their staffs. For example, failing to respond to employees’ emails or inter-rupting conversations to take phone calls will signal that you have more important things to do than support your team.
Executives say effective communication is the No. 1 remedy for low morale, an OfficeTeam survey found.
4. Oiling only the squeaky wheels. For every employee who approaches you with questions or concerns, there are several others who won’t. Regularly touch base with employees in person. You’ll be able to solicit feedback from your strong, silent types in addition to your more vocal team members.
The power of “thank you”

What effect, if any, does receiving recognition have on your work performance:
✔ Greatly improves 			28%
✔ Somewhat improves 		39%
✔ Has no effect 			33%
✔ Worsens performance 		0%
Source: OfficeTeam survey, 550 U.S. workers.
5. Ignoring the rumor mill. It exists in every organization, and the longer rumors are allowed to circulate, the more dangerous they become. Keep your eyes and ears open for changes in employee attitudes. Head off rumors, when possible, by keeping employees informed of organizational changes that could affect them. If a big rumor brings work to a standstill, consider a meeting or a memo to bring everyone up to speed.
6. Assuming a paycheck is enough “thank you.” Employees need positive reinforcement. Recognition is one of the most productive morale-boosting strategies—and the simplest and most cost-effective. A single, heartfelt “thank you” delivered in person can do wonders.
7. Catching employees off guard. Employees should never be surprised by what they hear in a performance review. Give constant feedback to employees about what they’re doing right and alert them to areas they should improve.

8. Instilling a fear factor. Often, your most reliable employees will be the most overloaded and least likely to speak up. Don’t inadvertently promote a culture in which workers feel they can’t ask for help when needed.
9. Doing, not delegating. Some managers avoid delegating tasks they decide would take longer to explain to someone than simply completing themselves. By giving employees greater ownership of projects, employers allow them to perform at peak levels and build new skills.





























The bottom line: Boosting morale isn’t a once-a-year “atta-boy” during the perform-ance review. It’s a vitally important ongoing strategy that every manager should put on his or her weekly to-do list.
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n the workplace and the sporting world, teams that buy into their coach’s vision have a much better chance of success. How can you get your team all working toward the same goal—your goal? Start by following these four steps to build support :
Step 1: Spend time with your people. A famous basketball coach once said, “Your time, given one-on-one, is the most important incentive in building a team.”
It’s important to get to know people and to respect their individual goals and aspirations. Doing so allows you to more easily build win- win rewards if you really understand other people’s needs.
Step 2: Communicate fully, regularly and consistently. You can’t suddenly try to open the lines of communication when you need support for an idea or project. It’s vital to have them open and functioning at full capacity all the time.
Step 3: Encourage people to bring you

bad news as well as good. To supervise a group effectively, you need current informa- tion about what is going wrong—the more current, the better. So never shoot messengers who bring bad news. Instead, thank them and give positive rewards.
Step 4: Set up a climate of healthy dissent. Encourage people to tell you frankly what they are thinking. In addition to bad news, you
want to hear them object to ideas they don’t think will work. Then you want to nix idle sniping by asking people to back up their objections with facts or hard logic, listening carefully all the while.
Bottom line: Reward people for shooting holes in your ideas, but make them help you patch them up.

The selling process: a checklist
In many ways, selling ideas to your staff is not much different than selling an idea to anyone else. Use the following checklist as your guide:



The 6 principles of a successful leader


To sell ideas effectively to employees, you must first establish a track record of trustworthiness and competence. Here are six traits that will help you establish that leadership base:
1. A positive outlook. When you are honestly enthusiastic about what you do, your base of support continually widens. In time, it becomes far easier to gain support for projects.
2. A willingness to empower others. People who merely delegate work never achieve enthusiastic support. But those who enable others to learn, make progress and reach their own goals do.

3. Clear goals. Show that you have a clear vision about what you want to achieve.
4. Consistency. If you wish to be taken seriously, adhere to the same standards and principles tomorrow that you do today. Only then will people count on you.
5. Integrity. Real leaders never fail to honor their promises and commitments. They never misrepresent themselves.
6. Communication skills. Not all effective leaders are eloquent public speakers or writers. But all have found ways to communicate their ambitions clearly to others—sometimes simply by pursuing their goals with boundless energy.

✔ Start by stressing benefits. Talk realistically about all the good things that can result from a job well done—benefits to the department, the company and the people involved.
✔ Don’t oversell your idea. People will react negatively if you present a distorted pic- ture. Talk in terms of realistic results.
✔ Make sure the idea is understood. It’s not enough to talk through an idea, assign it and walk away. The only way to make sure someone really understands is to have that person recap your idea. You could say, “Just to be sure we’re on the same wavelength, tell me what you understand the idea to be.”
✔ Give employees latitude. It’s unrealistic and counterproductive to expect others to act on your idea exactly as you would. People will be far more eager to “buy” your ideas when they know they have your permission to act autonomously.
✔ Set up appropriate checkpoints. In a three-month project, for example, set up meet- ings every two weeks. This helps the project

stay on track, plus it boosts the odds that your idea will receive a favorable reception. Why? Because workers like knowing they’ll have your support during the course of a project.
✔ Commit resources. At the outset, give a clear description of the resources that will be made available. If people must beg for needed resources, their enthusiasm for a project will wane.
✔ Don’t overuse compliments. If you try to sell every idea—for example, by saying, “You’re just terrific at this kind of thing. Nobody else could handle it as well as you!”
—people will brand you as insincere. It’s bet- ter to thank people for work well done and then …
✔ Give positive rewards for work well done. It could be anything from a simple “thank you” at a staff meeting to a major promotion. The point is that you boost the chances of selling your ideas when you take the time to reward and recognize people who have done a good job.
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urveys consistently show that lack of trust   in management is one of the main reasons employees disengage from their work and seek jobs elsewhere.
Earning employees’ trust is a key part of being a successful leader. In the long run, it’s difficult—if not impossible—to be an excep- tional manager without employee trust.
The problem: Many employees are predis- posed to mistrust managers, often because of bad experiences with bosses at other jobs.
Leaders can’t buy loyalty; they have to earn it. So here are 10 ways managers can work to earn trust from their employees:
1. Speak and act with consistency. Employees look for management inconsisten- cies. So do what you tell employees you will do. Inconsistent words and actions create an impression of unpredictability.
2. Don’t live in your office. You may feel too busy to communicate, but the resulting aloofness can breed suspicion and distrust.
Silence from a manager typically leads to uncertainty. And uncertainty creates a void. Unless a manager fills that void with clear com- munication, employees will assume the worst. Negativity and rumors will fill in the gaps.
Advice: Don’t let your busy schedule get in the way of talking to your team. Make commu- nicating with employees top priority each day.
Connect with employees in their own environ-ment—whether that’s in person at their work-space or virtually through a quick video call. It helps build approachability. Don’t limit inter-actions to formal meetings in your office.
3. Be honest. Don’t hold back information that the company entitles employees to know. Don’t start to explain something to employees and hesitate or stop. If you can’t answer a question, explain why. Employees share stories, and perceived dishonesty can become part of institutional memory.
4. Share your vision. It’s not enough to
present optimism. It’s better to give your team something to be optimistic about. Share with employees your big-picture goals for them and the department. And constantly reiterate what it will take for both to be successful.
5. Solicit feedback. Employees tend to trust managers who value input from subordinates. Create an environment in which employees feel free to voice their opinions. Listen patiently to employees and implement suggestions that increase efficiency and productivity.
6. Involve employees in decision-making.
When workers have input on both the big and small decisions, they’ll feel more a part of the team and, thus, more trusting of the organization.
7. Be fair. It’s human to like some people more than others. However, recognize your feelings and don’t let them influence how
you manage, evaluate and communicate with employees.
8. Acknowledge their lives outside the office. Managers who get to know the per- son—not just the employee—have an easier time gaining the respect and trust of their workers. Know their hobbies, names of their family members and favorite sports teams.
9. Admit obvious mistakes. Silently ignor- ing or covering up errors damages trust more than admitting them.
10. Criticize privately. Allow employees to make mistakes without being humiliated. Offer constructive criticism in one-on-one meetings, not in front of others. Finally, trust your employees. It encourages them to trust you in return.
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o you ever notice how you can say the same exact thing to two different people, and they each take the comment completely differently?
A manager’s “great suggestion” to one employee could be seen as “rude meddling” by another.
The effectiveness of your feedback isn’t solely dependent on how it’s given. The other important half is how it’s received. The best managers know how to give feedback to differ- ent employees. Here are nine personality types and how to handle them:

1. Feedback fanatics
These types constantly seek approval, and they demand a lot of time and attention.
What to do: Strike a balance between being supportive and encouraging employees to take initiative.
If the problem lies in employee insecurity, try giving mini-performance reviews every
six weeks instead of every six months. Give employees more decision-making power, or at least make authority lines clear. If it’s ego- driven, incorporate more.

2. Persecution complex
Such employees tend to argue about things that have nothing to do with the topic at hand.
What to do: Keep bringing the conversa- tion back to the original point. Don’t dismiss other complaints or arguments these employ- ees bring up, but don’t let them sidetrack you. Reassure them that you’ll deal with those issues after dealing with the original one.

3. Intimidators
They try to get the upper hand in the conversation by using “intimidation tactics” such as walking around the room while you speak, ignoring you, avoiding eye contact,  interrupting constantly and getting angry.
What to do: Remain neutral and calm— speak softly and slowly. If that doesn’t work, then stop talking completely. Silence commu- nicates to employees that intimidation doesn’t work. When they see that you’re not going to put up with the behavior, you’ll soon regain control of the conversation.

4. Alibiers
These subordinates are always ready with an excuse, never accepting any of the blame.
What to do: As with the persecution com- plex types, stay focused on the problem. Don’t dismiss the excuses, because some may be legitimate. But concentrate on something the employees can control—their own actions.

5. Hostile employees
Hostility is a common response when employees are hurt or disappointed. But it may also stem from circumstances beyond the feedback session.
What to do: First, make sure you’re not criticizing employees personally. Then, get to the source of the hostility by asking clari- fying questions, such as, “You say you have
trouble all the time with that department. Can you be more specific?” Be empathetic but authoritative.

6. Insubordinate employees
Certain individuals refuse to accept your authority and any feedback you give.
What to do: First, find out the employees’ position—why they are rejecting your feed- back and what they want. Take these into con- sideration but emphasize job goals.

7. Thin-skinned employees
Managers may become wary about undermining the shaky self-confidence of those who are sensitive to criticism.
What to do: Concentrate on the facts. This prevents employees from blowing the situa- tion out of proportion. Also, they’ll be able to focus on what went wrong instead of how bad they feel. From there, work toward a solution.

8. Overly cautious employees
Workers may be diligent, but their slower pace may mean lower production and bottlenecks for co-workers.
What to do: Find out why they’re so cau- tious, then tailor feedback accordingly. You may need to give them more training, spend

more time explaining assignments or give tasks where caution pays. Most important: Give praise for a job well done, and done quickly.

9. New employees
Generally, they need the most feedback in order to get up to speed.
What to do: Don’t worry about giving too much feedback early on. New employees need to learn the ropes, and getting feedback is usu- ally more reliable than trying to watch and learn everything. (But avoid “hand-holding.”)
Begin with a discussion of job require- ments. Then set short-term goals (say, weekly) to be discussed upon completion. Give extra feedback, especially in the first few months.
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ullies don’t exist solely as high school students in coming-of-age movies from the early 2000s—they have an alarming presence in the modern workplace. You may manage employees who fit the description, but their pushiness and tactics of outright intimidation have prevented anyone from coming forward with complaints. You have the power to maintain civility, professional-ism and respect in your workplace by addressing these behaviors.

Traits of a bully
To pinpoint and confront disrespectful employees in your workplace, you first need to understand the unprofessional behavior you’re looking for. Here are some common characteristics of an office bully:
•    They are often self-made individuals who feel they pulled themselves up by their bootstraps and are convinced they always know what’s best.
•    They need to be in control and constantly want to take charge regardless of whether it’s best for the team.
•    Bullies publicly and privately humiliate, use guilt to manipulate others into doing their bidding and make scenes to intimidate colleagues.
•    They speak with an arrogant tone and escalate criticisms of particular behaviors to accusatory attacks on one’s character.
•    Above all, these people are overwhelming and carry an aggressive demeanor.

Handling bullies
These employees are always intimidating, making it difficult to address the behavior regardless of whether you’re their boss. But if it comes to your attention that one of your subordinates is regularly lacking the respect and professionalism expected in the workplace,



When you are the target: How to calm angry workers


Sometimes, managers are on the receiving end of aggressive behavior from angry employees. Use the following “Six A’s” to deflect employee anger:
1. Abstain from interrupting. Let the other person have his or her say. Eventually, the employee has to take a breath, which helps you move to the second step.
2. Agree to the extent that you can. You don’t have to agree on who’s right and who’s wrong, but you can agree that a problem exists or at least that the person is upset. Example: “You sound angry about what’s happened.”
3. Acknowledge the problem.  Even if you think the person is overreacting, it’s important to validate his or her perception. Show your empathy by saying, “I can understand why you’re upset.”


4. Apologize to the extent that you can. Know the difference between accepting responsibility and offering a sincere but blame-free apology. Example: “I’m sorry that happened to you.”
5. Act within your authority. If you can solve the problem, promise that you will ... and follow through. In other situations, you may
not have the authority. But you can offer your understanding and forward the complaint (or direct the employee) to the appropriate person.
6. Assess the outcome. Take time later to reflect on the confrontation.  What did you say or do that helped the situation or made matters worse? Reflecting on your words and outcomes will help you be more effective next time.

whether they’re a manager or lower on the corporate ladder, you need to confront them assertively and point out their inappropriate tactics.
Bullies are often unaware of their behavior. Some feedback from those in positions of authority will enable many of them to modify the way they operate.
Give specific examples. Tell the person how you would have handled specific situations that you feel they have mishandled. Push the ideas of mindfulness and respect.
Monitor their performance. Don’t undermine their good work and positive contributions, but talk to their staffers or




























colleagues about whether they’re controlling their temper.
Shut down behavior immediately. If you witness them engaging in bullying or receive a complaint, step in to defuse the situation. Avoid humiliating them in front of others; pull them aside after the incident to discuss their unacceptable actions.

Provide education about good management. If your employee is a manager, explain that positive encourage-ment motivates better than aggression and disrespect—every time. Send the person to a workshop or seminar on management skills or recommend self-help articles on how to handle employees effectively.
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orkplaces today are about more than just achieving outcomes—they’re about the people behind the work. Empathy has emerged as a key differentiator between organizations that thrive and those that merely survive. However, the challenge lies not just in valuing empathy, but in effectively demonstrating it. Data from Businessolver’s 2024 State of Workplace Empathy report reveals critical insights for managers aiming to foster an empathetic environment. Here’s how you can take action to create a workplace where empathy is not just an ideal but a reality.
The empathy-execution gap
While 90% of employees, HR professionals and CEOs agree that empathy is important, the report highlights significant gaps between the empathy people value and what they experience daily. For example, 86% of employees say understanding flexible working hours is crucial, yet only 42% have experienced that flexibility. This disconnect is a recurring theme across various aspects of workplace empathy.
Managers play a pivotal role in addressing this empathy-execution gap. Empathy can’t be viewed as a top-down initiative; it needs to be embedded in daily interactions and decision-making. You are uniquely positioned to influence your team’s perception of empathy and improve their overall experience.
The role of mental health and flexibility
A staggering 55% of CEOs and 50% of employees reported mental health struggles in the past year, with Gen Z leading the pack at 65%​. These statistics paint a troubling picture of workplace well-being, compounded by rising perceptions of workplace toxicity. Half of CEOs and over half of Gen Z employees describe their work environment as toxic. These trends are concerning, especially given that mental health issues are 47% more likely in toxic workplaces.
Empathy-driven policies that prioritize mental health and flexibility can serve as powerful antidotes to workplace stress and toxicity. Offering flexible work hours is a top demonstration of empathy according to 94% of employees, and it’s one of the simplest, yet most effective, ways to show you care about their well-being. Flexibility, after all, is more than a logistical convenience—it’s a mental health initiative that empowers employees to manage their lives in a way that reduces stress.
Bridging the accountability-empathy divide
The report also makes it clear that account-ability and empathy go hand-in-hand. Empathy isn’t just about making people feel good—it’s about holding yourself and your team accountable empathetically. Employees who feel supported in their personal and professional lives are more likely to perform well and stay motivated.
Employees view accountability as a core component of empathy. When held to high standards but supported with flexibility, professional development and recognition, your team members thrive. Your role is to strike this balance. Ensure your employees are clear on their responsibilities while also show-ing understanding when life gets in the way.
Practical steps for demonstrating empathy
How can you translate these insights into action? The report provides a road-map of behaviors that have the strongest impact on building an empathetic culture.
1. Support the whole person. Empathy involves recognizing that employees are not just workers—they’re individuals with personal lives, challenges and aspirations. Respect their need for work-life balance, offer flexible hours and create a psychologically safe environment where they feel comfortable discussing mental health without stigma.

The smart manager’s leadership code of conduct

Exceptional teams create exceptional companies. According to SmartTribes, here is a code of conduct that all great team leaders should follow:
✔ Treat all employees fairly, respectfully and equally. Strive to avoid preferential treatment, reward on merit and hold everyone (including ourselves) accountable to the same set of standards. Everyone gets to speak up.
✔ Deal with issues directly with the person in question. No complaining about others behind their backs, passive-aggressive behavior or backstabbing of any type.
✔ Debate in the room, execute out of the
room. We are accountable to each other
for timely and quality results. We are all on the same team, giving the same message, focusing on relentless execution and the victory that comes from it.
✔ Be a powerful creator. There are no victims, rescuers or persecutors on our team. We are outcome creators, insight creators.
✔ Keep your promises. Your word is your bond. Commit to anything you can deliver upon. Under-promise and over-deliver.
✔ Be the model of accountability and leadership. Provide the example of accountability and leadership that everyone can follow to success.








2. Support their professional growth. Developing personalized career roadmaps and offering consistent feedback are crucial demonstrations of empathy​. Employees want to know that their professional development matters. Taking the time to discuss their goals and how the company can support them is a strong signal that you care about their long-term success.
3. Foster community. Creating a sense of belonging within the team and the larger organization is another key pillar of empathy. Whether through diversity, equity, inclusion and belonging (DEIB) initiatives or simply going the extra mile to help a colleague meet a deadline, these actions foster a supportive and empathetic work environment.
Implementing empathy everyday
Empathy must be more than just a theoretical construct—it needs to be actioned in everyday interactions. Here are a few practical tips to make empathy a tangible part of your management style:
•    Regular check-ins. Hold one-on-one meetings not just to discuss work performance, but to ask about how your employees are doing personally. Showing genuine interest in their well-being goes a long way.
•    Flexibility in deadlines. When possible, offer flexibility on deadlines, especially when employees are balancing personal challenges or high workloads.
•    Public and private recognition. Recog-nize employees’ achievements in a way that feels meaningful to them, whether it’s a shout-out in a team meeting or a personal note of thanks. These small acts of appreciation reinforce a culture of care and respect.
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eadlines loom large and expectations run high in the fast-paced world of management, but there’s a powerful tool that’s often overlooked: humor. While the corporate landscape may seem too serious for levity, the truth is a manager with a sense of humor can transform the workplace culture and enhance team productivity. However, walking the fine line between appropriate and inappropriate humor is crucial. Embracing humor can make you a more effective manager, but practical tips and strategies are required to wield it correctly.
Creating a positive work environment
Humor has the remarkable ability to break down barriers and foster connections among team members. According to Forbes, research shows that managers with a sense of humor are 25% more pleasant to work with. A manager who injects humor into the work-place creates an environment where employ-ees feel more comfortable expressing them-selves and collaborating with their colleagues. This positive atmosphere can lead to increased morale, higher job satisfaction and greater productivity.
Imagine starting a team meeting with a lighthearted icebreaker or sharing a funny anecdote to defuse tension during a stressful project. These small gestures can go a long way in building camaraderie and reducing workplace stress. As a manager, your role is not just to oversee tasks but also to cultivate a supportive and inclusive environment where everyone feels valued.
Building rapport and trust
Humor is a universal language that transcends hierarchical boundaries. When managers use humor appropriately, it humanizes them in the eyes of their team members, making them more relatable and approachable. This in turn strengthens the bonds of trust between managers and their employees.
For instance, sharing a self-deprecating joke about a recent blunder or acknowledging a common struggle can demonstrate humility and vulnerability, earning you additional respect from your team. However, it’s essential to avoid humor that belittles or undermines others, as this can erode trust and breed resentment.
Boosting creativity and innovation
A workplace culture that encourages humor is often more conducive to creativity and innovation. When employees feel comfortable expressing themselves freely, they’re more likely to share bold ideas and think outside the box. Humor can serve as a catalyst for creative thinking, sparking lively discussions and inspiring fresh perspectives.
As a manager, you can foster creativity by creating opportunities for playful brain-storming sessions or incorporating gamifi-cation into team activities. Encourage your team to embrace humor as a tool for problem-solving and to adopt a light-hearted mindset for tackling challenges.
Avoiding pitfalls
While humor can be a powerful asset for managers, it’s essential to use it judiciously and responsibly. Here are some pitfalls to avoid:
1. Insensitive or offensive jokes. Humor should never come at the expense of others’ feelings or dignity. Avoid jokes that target specific individuals or groups based on race, gender, religion or any other protected characteristic.
2. Overdoing it. While humor can lighten the mood, excessive joking can be distracting and undermine your authority as a manager. Strike a balance between levity and professionalism.
3. Ignoring boundaries. Be mindful of cultural differences and individual preferences when using humor in the workplace. What may be funny to one person could be offensive to another. One bad joke could result in a lawsuit.
Practical tips for incorporating humor
1. Lead by example. Show your team that it’s okay to laugh and have fun at work by embracing humor yourself.
2. Know your audience. Pay attention to the dynamics of your team and tailor your humor accordingly. What resonates with one group may not work for another.

3. Use humor to defuse tension. When conflicts arise or stress levels are high, a well-timed joke can help defuse tension and bring perspective.
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he quickest way for managers to improve their professional image is to improve their communication skills. And the simplest way to improve your communication skills is to stop doing things that repeatedly get you in trouble.
To fix a bad habit, you first need to be aware of it. Here are seven of the most common bad communications habits, according to Geoffrey Tumlin, author of the book Stop Talking, Start Communicating, and how to improve or eliminate them:

Bad habit #1: Multi-tasking when you should be listening
Technology that allows for hypercommunication also, ironically, makes it harder for anyone to listen. Because of that, most people need to make a concerted effort to strengthen their listening skills.
Intentional listening will make you more present in conversations and will decisively improve your communication skills. The “old school” behavior of listening will help you become a better communicator and will enable you to become far more knowledgeable about the people around you.
Bad habit #2: Letting your
inner Neanderthal pick your words
When we’re agitated or frustrated, a battle plays out between our impulse-driven Neanderthal brain and our more modern, deliberative brain. And while the Neanderthal parts of your brain are indispensable when you’re in physical danger, they are terrible at picking your words.
The goal: Stop talking and think for a minute whenever you’re frustrated or upset. Pause long enough to keep your more thoughtful and deliberative brain in charge.


Bad habit #3: Using ‘authenticity’
as an excuse for bad behavior
“I was just being myself ” sounds harmless, but it’s often an excuse to indulge in destructive behavior.

6 steps to help you think before reacting harshly

When things occur that make your blood boil, pause and take a few deep breaths. Then follow these steps:
✔ Gain control of your emotions. You’ll have a much more productive conversation when calm. Walk away from the situation for a moment if necessary. Come back when ready to address the problem professionally.
✔ Handle things in private. Avoid a public spectacle. Meet with the “offender” away from others.
✔ Assume good intentions. Go into the discussion with the mindset that the individual did not intend to do harm or behave inappropriately. Stay away from accusations.
✔ Actively listen. Present your observations without adding judgment. Then allow the person to tell their side without interruption. Ask follow-up questions for clarity. Summarize to ensure understanding.
✔ Take appropriate action. With a level head, decide what should happen next. Perhaps the person needs more training or would benefit from greater supervision. Maybe the infraction calls for disciplinary measures. If so, follow company policy.
✔ Pay attention to your stress levels. Lastly, remember that leaders often overreact when overwhelmed or suffering from burnout. Prioritize time for self-care.



By focusing on what you want to accom- plish instead of what you want to say, you’ll keep your conversational goals in the rightful place. As Tumlin notes, “Poor communication—when your words hijack your goals—isn’t a trait ; it’s a choice.”
Bad habit #4: Asking faulty questions
Questions aren’t always neutral. Many ques- tions make conversations worse. “Did you call Jim in accounting about this?” can cause trouble if the other person thinks there’s a criticism behind the query.
Before you speak, think whether your questions are actually a thinly veiled effort to hammer home a point. It’s better to focus any question about what you can actually learn from another person and to ask questions that reflect a broad curiosity.

Bad habit #5: Meddling
Our digital devices allow us to have far too many unnecessary conversations and get our hands (and thumbs) on too many irrelevant issues. That’s why smart communicators, like smart doctors, have a good triage system.
Put each action into a category—Now, Delay or Avoid—to focus on pressing issues.
Bad habit #6: Fighting with difficult people
Whether people are controlling, critical or cranky, the behaviors that make someone a difficult person tend to spark frequent con- frontations. It’s time to quit trying.
By giving up your desire to “win” by impos- ing your will on the other person, you’ll improve your communication with difficult people. When talking to such people, avoid tangents. Stay focused on your end goal.

Bad habit #7: Overreacting
Excessive force frequently causes a destruc- tive cycle—attack, retaliation, escalated attack and escalated retaliation. When discussions become heated, stay serious and focused. Be the stabilizing influence.
Bottom line: Eliminating just one or two of these habits can dramatically improve your communication and strengthen your relationships.
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