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anagers aren’t only responsible for an organization’s fiscal assets, they’re also responsible for its human assets. Here are 13 simple ideas you can implement today to become a more effective manager:

1. Recognize a job well-done
Everyone likes to know when they’ve done something well. Make your employ-ees feel important every day. Show enthusiasm for their work.

2. Encourage staff to take risks
Give them enough freedom to take prudent risks. You will find that employees at all levels come up with good ideas.

3. Always be honest
Let employees know you trust them and be honest and open in return. Just one deception can destroy your credibility for good. Research by People Insight shows that 31% of employees do not feel their company treats everyone fairly.

4. Offer a challenge
Productivity and enthusiasm significantly decrease with boredom. Gallup reported that only 36% of U.S. employees are engaged in their work. Hybrid and remote work have added to the importance of offering challenging work to provide external accountability.

5. Realize that money isn’t everything
Studies show that money isn’t the only motivator for employees. In fact, most studies show that employees choose factors like recognition for a good job, personal develop-ment and challenging work as being more important than salary. If you want to keep employees, a pat on the back can be just as effective as additional pay.

6. Be a straight shooter
Don’t set foggy goals for your employees. People want to know what you expect of them. Give directions to employees in simple lan- guage. Tell them precisely what is involved
and why you think they’re best for the job.

7. Know when, where to criticize
Inform employees when they perform well and when they don’t. Tell them immediately. Don’t lump all your complaints in one session.


Learning how to listen

According to a New York Post survey, 41% of employees have left a job because they felt they weren’t listened to. This ignorance can quickly result in resentment.
To improve your listening skills, focus on these key points:
•   Ignore distractions. When an employee talks to you, give the person your undivided attention. If you allow distractions to interfere, you may miss critical information and/or make the employee feel like a low priority.
•   Repeat the message. If an employee makes a request or provides you with information, clarify what he or she said. That way, everyone is sure they got the right message.
•   Be objective. If you assume information
is trivial, you won’t remember it. Don’t pay
more attention to some employees than
others. Listen to employees as if you were
listening to the CEO.

Don’t criticize employees in front of others. Highlighting failures in public will discourage innovation by everyone involved, and you will quickly turn colleagues into enemies.

8. Keep communication lines open
Employees crave clear, ongoing, understandable and unambiguous communication. Don’t communicate just in times of trouble. Relay positive news as well. Give employees information before, not after, important events.

9. Make employees feel important
The need to feel needed—everyone has it. One study found that more than half of the employees surveyed felt their managers failed to make them feel important as individuals. And 77% of those employees also said they were thinking of looking for another job.
Allow employees to contribute. Ask for their opinions and advice. Reduce the number of autocratic decisions.

10. Be consistent
Workers can learn to live with any boss if they know what to expect. If you keep them guessing, you will keep them looking … for another

job. Inconsistent behavior breeds anger, frus- tration, dismay and disappointment.

11. Be impartial
Don’t play favorites. Discrimination destroys morale, hurts productivity and opens the door to lawsuits. Bosses who promote unfairly will quickly lose employees’ confi-dence in them. Treat everyone the same, politely.

12. Take an interest in employees’ careers
Coach or counsel employees on how they can climb the corporate ladder. Become a mentor to employees with real potential and fire.

13. Know how to say “no”
There will be plenty of times that you can’t be Mr./Ms. Nice Guy. You have to say no. How? Just do it.
Explain the reason for your refusal so you don’t seem unreasonable. Avoid making a snap decision unless time constraints force your hand. If possible, tell the employee that you will consider the request and decide in
a day or two. Take enough time to let the employee know that the request has had a fair hearing.
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A
 meeting is an event where minutes are taken and hours are wasted.
This old saying may be true in many cases, but it doesn’t have to be that way. A bit of preparation, discipline and solid follow-up can help you conduct more productive and focused meetings.
Here are 11 guidelines for supervisors and department managers, as prescribed by meet- ing consultants:
1. Determine which meetings are necessary. Analyze your meeting schedule and decide which ones make good use of employee time and resources.
2. Consider alternatives to some meet- ings. Use email to distribute information that doesn’t need employee input or lacks emo- tional impact.
3. Define the purpose of meeting. Think carefully about the reasons for meeting and what you want to accomplish. Put it in writing at the top of the agenda. Make sure the objec- tive is concrete. If it’s too vague, employees won’t feel motivated to attend, or they’ll come with differing expectations.
4. Decide who will attend. Invite staff whose attendance is crucial. Ask them to bring data and other information needed to address key topics.
5. Distribute a specific agenda. In addition to topics to be discussed, include details such as roles (leader, timekeeper, etc.), ground rules, what attendees should bring, discussion points attendees can prepare. Distribute the agenda several days before the meeting.
6. Solicit questions in advance. Ask employees to write their queries and bring them to the meeting. It forces employees to craft clear questions that focus on topics on the agenda.
7. Stick to the agenda. If there are several topics, remind employees before the meeting starts that each will be discussed separately.
8. Begin on time. End on time. Otherwise, you communicate lack of control and disorga- nization. Periodically summarize what’s been accomplished and what’s left to discuss. Also, designate someone to keep time and take notes.
9. Don’t allow discussions to wander. Gently but firmly bring the focus back to the subject at hand. If an important but unrelated issue arises, schedule a separate meeting.
10. Don’t tolerate habitual naysayers. To defuse them, ask these contrarians for solu- tions each time they criticize. They will soon contribute constructively to the meeting or become weary or self-conscious about repeat- edly offering blatant negativity.
11. After, draft a brief summary memo that confirms the decisions made and follow- up actions to be taken (by whom and by when).

Meeting checklist
Before
•    Pinpoint meeting objective/outcome
•    Decide if a group meeting is necessary
•    Identify who should attend
•    Determine attendees’ roles
•    Establish when/where
•    Reserve room, equipment, supplies
•    Build a complete agenda
•    Establish ground rules
•    Notify/invite attendees (cite objective,
agenda, time/place, any preparation)
•    If needed, plan a meeting icebreaker
•    Prepare any visual aids, handouts, etc.
 Start
•    Arrive early and greet attendees
•    Start on time and begin assertively
•    Review the objective, agenda and desired
outcome(s)

During
•    Solicit diversity of information and views
•    Urge participation by all involved
•    Periodically summarize the discussion and
progress toward the goal(s)
•    Build an action list (who does what and by
when?)
•    Consider allowing “part-time” attendees (let people leave when their contributions are finished)
•    Don’t dominate the discussion—facilitate it
•    Use active listening skills (rephrasing, open-ended questions, showing empathy, prompts/body language, silence)
•    Reinforce participation
•    Manage participation—ramblers, unclear
statements, off-topic issues, etc.

Concluding
•    Summarize progress made toward goal(s)
•    Confirm commitments and agreements
made by attendees and yourself (action list)
•    Decide upon follow-up activities


Employees’ top 5 gripes
about meetings
1.  Too many meetings
2. Starting or ending late
3.  No agenda/goals
4.  People going off on tangents
5.  Worrying about what’s not getting done at    their desks


•    If applicable, fix the time/place of next
meeting

•    End on an upbeat note

•    Thank attendees for their time and 
participation

After
•    Evaluate success of meeting (what went well, what might have been done differ- ently?)
•    Write up summary/minutes and distribute
promptly to attendees

•    Share results with others who need to know
what occurred

•    Follow up on commitments and agree- ments
•    Keep your commitments and agreements

Source: Henderson Training, Inc.
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he 15-minute status update that stretches to 45 minutes. The employee who details every step of their thought process before arriving at a simple conclusion. The team member who appears at your office doorway six times daily with “just a quick question.”
For managers, these conversational habits don’t merely disrupt concentration—they can consume large chunks of your workday and significantly impact team productivity. While communication remains essential, unchecked verbosity creates ripple effects: delayed decisions, meeting fatigue and the subtle message that time is an unlimited resource when it’s your most precious one.

Identifying conversational patterns
Excessive talkers in the workplace typically fall into recognizable patterns.
· The Chronicler. Provides exhaustive backstory and context for every situation.
· The Drop-in Specialist. Frequently appears at your desk with “just a quick question.”
· The Meeting Expander. Consistently takes discussions off-track with tangential points.
· The Process Narrator. Explains every step of their thinking rather than the conclusion.
· The Connection Seeker. Uses work interactions primarily for social fulfillment.
Understanding which pattern your employ-ee follows helps tailor your approach. The person seeking social connection requires a different strategy than someone who simply processes thoughts aloud.

Direct interventions that preserve dignity
When addressing excessive talking, clarity and compassion should work in tandem:


Establish clear boundaries with time signals. “I have five minutes before my next meeting—what can I help with?” sets expect-ations before the conversation begins.
Create structure for interactions. Schedule specific check-in times rather than allowing spontaneous visits throughout the day. This gives the employee dedicated time while protecting your workflow.
Use redirect questions to focus conversations. “What’s the core issue we need to solve today?” or “What specific decision do you need from me right now?”

5 simple ways to keep employees
content and challenged

1. Dish out praise—when it’s due. And then let his or her co-workers know. Recognizing a job well done isn’t expensive, but it will mean the world to your employees.
2. Lead by example.  Employees of great leaders will go to the ends of the earth to do a good job for them. Employees under poor leadership will simply go.
3. Keep workers engaged. Bored employees aren’t happy or productive. To keep your employees engaged and satisfied, present them with challenging assignments and opportunities to grow and develop.
4. Conduct a “stay” interview. Don’t wait for employees to leave before you ask them how things are going. Use regular “stay” interviews to get feedback, compliment high performers and inspire them to do more. Use these interviews to gauge how well you are meeting employees’ needs. 
5. Create a circle of trust. Employees are happier and work harder when they trust their leaders. They decide which leaders they can trust based on how their fellow employees, vendors and customers are treated. Ask yourself: Do I treat people at work with respect?

For written communications, provide templates that outline expected length and content. This creates a natural constraint without directly criticizing communication style.

Building skills through coaching
Rather than simply restricting communication, help employees develop more effective communication habits:
Introduce the “headline first” approach—start with the conclusion, then provide supporting details only if requested. This skill benefits their interactions with everyone, not just with you.
Practice collaborative summarizing. At the end of discussions, ask them to recap the key points and action items in under 30 seconds. This builds the habit of distillation.
Provide specific positive reinforcement when they communicate concisely. “Your three-point summary in the meeting today was extremely effective—everyone understood exactly what was needed.”

Creating system solutions
Individual interventions work best within supportive systems:
1. Implement meeting structures that naturally limit verbosity—standing meetings, timeboxed agenda items or designated roles for timekeeping.
2. Establish communication channels with implied length expectations. Quick questions go to chat, complex issues to email and only certain matters warrant in-person discussion.
3. Create team norms around commun-ication efficiency. When brevity becomes a shared value rather than a personal correct-ion, it’s easier for verbose employees to adapt.







Self-reflection for managers
Managers who struggle with concision face a particular challenge—their communication style sets the standard:
1. Record yourself in meetings or conver-sations occasionally. Notice how long you speak versus listen and whether your points could be made more efficiently.
2. Ask a trusted colleague to observe your communication patterns and provide honest feedback about areas where you might be overly detailed or repetitive.
3. Practice deliberately concise formats like five-minute presentations or one-page summaries to develop your own precision muscles.
Remember that when you demonstrate brevity and focus, you legitimize your expec-tations for others.

When to embrace wordiness
Some situations warrant deeper conversation:
•    Complex problem-solving often requires thinking aloud.
•    Emotional or sensitive topics need space for processing.
•    Mentoring relationships benefit from detailed explanation.
•    Team-building sometimes relies on personal storytelling.
The goal isn’t to eliminate detailed communication entirely but to ensure it happens purposefully rather than habitually.
The most valuable gift managers can offer their teams is space to think, focus and produce meaningful work without constant interruption. By channeling conversation toward purpose, you create that space for everyone, including yourself.
									Memo to Managers
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W
hen it comes to assigning projects, do you spend most of your time telling employees how to do the work? Or do you give them clear goals and guidelines, then get out of the way?
Micromanaging is an inefficient use of a manager’s time. It signals distrust of employ- ees and inhibits them from taking initiative.
Effective managers strike a balance: They provide hands-on supervision and pay atten- tion to detail without excessively monitor-
ing the minutiae.
Here are key signs of micromanaging and advice on how to reduce it.

Traits of micromanagers
1. You require frequent updates and reports on details and procedures involved in daily tasks and long-term projects. You feel the need to be “on top of” everything employ- ees do.
2. You believe you should have better skill, knowledge and judgment than everyone you supervise. You feel that nobody in the department can make better decisions than you about anything.
3. You rarely delegate responsibilities and decision-making. You ask employees to consult with you before making decisions and become irritated when they don’t.
4. You have a low tolerance for mistakes and withdraw work assignments before com- pletion because of even small slip-ups.

5. Employees are disengaged. They agree with everything you say and no longer offer suggestions to handle job duties and resolve issues.

Solutions
1. Clearly communicate expectations, in both project quality and deadlines. Managers who communicate imprecisely can end up micromanaging because employees don’t understand performance expectations. Create a checklist if needed.
2. Determine who, what and when you micromanage. Do you do this with all projects or certain types? Is it some employees or all of them? Do you tend to micromanage at certain times of the day or week?
3. Learn to delegate gradually. Steadily reduce the time spent micromanaging top per- formers and those who demonstrate the ability to be productive without constant, detailed supervision. Delegate the least critical tasks and decisions first, and eventually include more important assignments as your comfort level with delegating increases.
4. Start with a question. Begin every dis- cussion about a new project or task by asking employees for suggestions.
Bottom line: Realize that micromanaging hampers the ability of managers and employ- ees to perform to their full potential. Learn
to find that balance between effective quality control and empowering your employees.
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he kitchen table becomes a makeshift desk, children’s voices drift through video calls and the neighbor’s lawn service provides an unwanted symphony of back-ground noise.
While some employees seamlessly adapted to remote work, others face genuine challenges that can impact their productivity and well-being. When circumstances force your typically office-based team to work from home, whether due to office renovations or natural disasters, managers must take pro-active steps to support struggling team members.

Understanding common challenges
Remote work obstacles extend far beyond simple technological hurdles. Many employ-ees face physical workspace limitations, shar-ing small apartments with roommates or family members. Others struggle with main-taining boundaries between work and personal life, leading to burnout and decreased productivity. The loss of structure and routine that an office environment provides can leave some workers feeling adrift and disconnected from their usual workflow?

Creating structure through vital touchpoints
Regular check-ins serve as vital anchors for employees struggling with time management and focus. Schedule brief daily morning meetings to help team members:
•    Set clear priorities for the day ahead and identify potential roadblocks early, allowing you to provide necessary resources or adjust deadlines before issues escalate.
•    Share successful remote work strategies with peers, fostering a collaborative
environment where team members learn from each other’s experiences.
•    Maintain social connections and team cohesion through informal conversation, helping combat the isolation that often accompanies remote work.

Supporting alternative work arrangements
When home environments prove consistently challenging, consider creative solutions to help employees maintain productivity:
•    Partner with local co-working spaces to provide alternative workspaces for employees dealing with disruptive home environments.
•    Implement flexible scheduling to allow team members to work during their most productive hours, whether early morning before children wake or later in the evening.
•    Provide noise-canceling headphones or other equipment that can help create a more focused work environment within challenging spaces.

Building resilience through skill development
Equip your team with practical tools for remote success:
•    Offer training sessions on time-management techniques specifically tailored to remote work environments.
•    Provide guidance on creating and main-taining boundaries between work and personal life.
•    Share strategies for effective commun-ication in virtual settings, including best practices for video calls and written updates.
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V
ideo calls have become a professional lifeline, but they’re also revealing a troubling trend—declining social skills. A survey from ResumeBuilder highlights a significant shift in workplace interactions,  with one in four remote workers reporting a measurable decline in their capacity to connect, communicate and engage with others.

The raw data
The study of 1,000 remote workers uncovered critical insights into the inter-personal challenges of digital work environ-ments. The statistics paint a stark picture of social skill erosion:
•    25% of remote workers report a decline in social abilities.
•    20% feel more anxious in social situations.
•    27% struggle with making small talk.
•    18% find initiating conversations more difficult.
•    16% have trouble maintaining eye contact.
Certain demographics are more vulnerable to these changes. Millennials lead the pack, with 28% acknowledging a decrease in social skills. Those new to remote work and individ-uals living alone appear to be at higher risk. What was once an effortless social inter-action has now become a source of genuine anxiety for many professionals, transforming simple conversations into a conscious effort.

Proactive strategies for managers
Addressing these challenges requires intentional, multifaceted approaches:
1. Implement structured social inter-actions
•    Create virtual coffee chat opportunities.
•    Design team-building activities that transcend digital barriers.
•    Encourage optional video interactions to build comfort.
•    Develop informal communication channels beyond work-specific platforms.
2. Provide skill-building resources
•    Offer workshops on digital communication skills.
•    Develop training programs focused on maintaining interpersonal connections.
•    Create mentorship opportunities that bridge generational and working style differences.
•    Provide resources on managing social anxiety in remote environments.
3. Promote flexible engagement models
•    Consider hybrid work options.
•    Support employees in finding external social connections.
•    Recognize individual preferences for interaction.
•    Implement periodic in-person gatherings to strengthen team bonds.

Understanding individual experiences
Not all remote workers experience these challenges equally. While 25% report declining social skills, 63% see no impact and 13% even believe their social abilities have improved. This variance underscores the importance of personalized approaches to team management.

The human element in digital workspaces
The data speaks volumes about our evolving work culture. While technology enables unprecedented flexibility, it simultaneously challenges our most fundamental human need: genuine connection.
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E
ver scream at an employee and later regret it? Managers are only human. Sometimes they overreact to bad news, express outrage over mistakes or lash out at unsuitable behavior.
After a sincere apology, workers tend to forgive an occasional tirade. If you make a habit of releasing strong emotions first and evaluating the situation second, though, you set the stage for problems. Here’s why:
You embarrass the person. Adults resent being scolded like children, especially in front of peers. You lose their respect, and their anger will carry over into your long-term relationship. If bystanders witness the exchange, they become uncomfortable, and your status in their eyes drops, too.
You’re unlikely to get an honest answer. Individuals being yelled at go on the defensive. They may blame others, downplay their role in the situation or lie to encourage you to settle down. 
You run the risk of looking foolish. Many ranting leaders have ended up red in the face after chewing out someone and then discovering the error was someone else’s fault.
Likewise, people often possess good reasons for their actions—if asked. A boss who immediately jumps on an employee for tardiness will feel quite ashamed after learning a car accident caused the lateness.
When things occur that make your blood boil, pause and take a few deep breaths. Then follow these steps:

1. 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.


2. Handle things in private
Avoid a public spectacle. Meet with the “offender” away from others.

3. Assume good intentions
Go into the discussion with the mindset that the individual did not intend to do harm or behave inappropriately. Refrain from accusations.

4. Actively listen
Present your observations without adding judgment. Then allow the person to tell his side without interruption. Ask follow-up questions and summarize to gain clarity.

5. 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.

6. Pay attention to your stress levels
Lastly, remember that leaders often overreact when overwhelmed or suffering from burn-out. Prioritize time for self-care.
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E
ver had to call in a smelly footed employee to remind the person of the company’s policy against open-toed shoes? The duties a manager must perform some-times stink (literally and figuratively).
While such conversations are not easy, they are necessary. Employee mastery of soft skills, etiquette and professionalism reflects well on the company.
Dealing with employees unfamiliar with workplace norms takes patience. But just as you would help someone lacking technical competencies get up to speed, guiding a worker to a higher level of professionalism proves a worthy endeavor. One caution when it comes to hygiene – the employee may suffer from a disability. If they bring that up, notify HR so the interactive ADA accommodation can start.
Here are five strategies to try:

1. Hold one-on-one meetings
Regularly scheduled, private discussions provide a natural space for feedback. You reduce the likelihood of someone interpreting your remarks as “picking on” him. Encourage the person to ask questions, even “dumb” ones, with a promise that the one-on-one is a safe, non-judgmental space.

2. Be straightforward
People unaware that a problem exists cannot change. Furthermore, telling a team member to be more professional won’t mean much if he or she does not understand what you want changed. Cite specific examples.
Create a receptive atmosphere by focusing on growth. Chastising yields shame or defensiveness. Help the person to walk away confident of your genuine interest in his career success.


3. Train
Onboarding provides an ideal time to learn about workplace norms. New hires typically are quite receptive and can learn from questions asked by fellow newcomers.
Make it clear to everyone, though, that building an arsenal of professional skills is an ongoing process. Offer training in relevant subjects, such as communication etiquette, emotional intelligence and respectful conflict resolution.

4. Create reference material
In the employee handbook or other documents, spell out expectations in areas where workers often lack professionalism. Subjects might include dress code, use of common rooms, notifying the company of an absence and phone usage.
Some organizations report positive results from bringing staff members into the process. Their real-world input when assembling FAQs or even a “What I wish I knew when I started working here” video demonstrates an overall company commitment to helping people fit in.

5. Assign a mentor
Lastly, continue the atmosphere of colleagues teaching colleagues by pairing new or less experienced workers with seasoned employees. In addition to being a role model to emulate, the mentor can offer pointers and answer questions the mentee may feel uncomfortable posing to the boss.
As an additional bonus, such relationships provide mentors the chance to work on their people skills. This experience benefits them should they aspire to leadership roles.
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T
here’s a huge difference between mastering a specific task and managing employees.
Supervision requires a different skill set that, for many rookie managers, doesn’t come as easy as doing the work.
The good news: Managing is a skill that can be learned. Here are 10 tips to help new man- agers transition into their roles.

Create a game plan
Remember, you’re walking into an existing dynamic. So before making changes, take these steps:
1. Identify the key players. Who are the decision-makers? Who has influence over them? Who do employees turn to for information? Who are the people most likely to help you?
2. Assess the situation. What’s working? What’s not working? Observe what is going on, and listen to what employees are saying.
3. Assess your staff. Do their job duties match their job descriptions? What are the strengths of each? The weaknesses? Are poor performers being counseled? Are top perform- ers being challenged?
4. Identify resources and roadblocks. What tools are currently at your disposal? Which tools might you be able to secure? What challenges might you face (e.g., limited bud- get, staff deficiencies)?
5. Establish a plan. What are your short- and long-term goals? What must be achieved by when? What tasks must you perform your- self, and which ones can be delegated? How can you eliminate obstacles? If obstacles can’t be eliminated, how can you work around them?

Avoid the common mistakes
There are going to be some bumps in the road. But you can smooth them over by keeping your eyes peeled for these new-manager potholes:
6. Be aware of employment law risks. Supervisors are held to a much higher stan- dard than employees. Avoid asking inappro- priate hiring questions—or making pay or promotion decisions—based on a person’s
age, sex, pregnancy, race, religion, disability or any other protected class. Likely, you will receive basic training soon after you learn of your promotion. Know when to report situations to HR, including medical leave requests and complaints of discrimination or harassment.

Don’t go it alone: Seek managerial mentors
Bridge the gap in new positions by reaching out to other managers, including:
Your manager. Work closely with your immediate manager to learn what exactly is expected of you, as well as what’s expected
of the employees you manage. Also, ask your manager just how much authority you have— don’t mistakenly find the answer.
Managers you admire.  Seek guidance from the managers you most respect and look up to. Ask them how they navigated the transition. Important:  Embody the traits of those you admire, but avoid trying to be a carbon copy of a particular person. You need to develop your own style, one that fits your personality and brings out the best in your employees.
HR manager. Cultivate a close working relationship with HR. They are an invaluable source for guidance on discussing employees’ performance, dealing with difficult personalities, and understanding your organization’s policies and procedures.

7. Administer discipline consistently. Disciplining employees shouldn’t be a trial- and-error process of too harsh or too easy before finding discipline that is just right. Inconsistent discipline will hurt morale and could trigger discrimination claims.
8. Don’t try to do everything yourself. Managers are tasked with getting work done through others, not doing everything themselves.
Delegate tasks to employees based on their strengths.
9. Avoid over-supervising. Don’t hover or micromanage. Tell employees what needs to get done and by when. Then let them do it. Remind them that your door is always open for their questions, but trust in their abilities.
10. Give credit where credit is due. Your success depends on the success of your staff. So make a conscious effort to recognize work- ers and department contributions both pub- licly and privately.

How to supervise friends
One of the hardest parts of transitioning from employee to manager is supervising your

friends. Here are four ways to ease the awk- wardness and maintain productivity (and friendships):
1. Acknowledge the awkwardness and verbalize the new dynamic. For instance, say: “Now that I’m a supervisor, I’m going to miss our weekly gossip sessions” and “It’s going
to be weird to evaluate your performance.” Hearing these words will help to reinforce the new relationship.
2. Set boundaries. You don’t have to stop being friends with people you manage, but you do have to create professional distance. Don’t share confidential information, make snarky comments about company policies or discuss the performance of other employees.
3. Watch your words. You’re used to being one of the crowd and may forget the power of your words when spoken as a manager. React professionally, not emotionally. When you feel your emotions getting the best of you, take a minute to collect yourself before speaking.
4. Don’t play favorites. It’s natural to feel more favorable toward those employees with whom you are friends, but a casual observer should not be able to detect these feelings.
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T
he costs of employee absenteeism—reflected in lost production, overtime and temporary replacements for the absent worker—can add up quickly. The best way to combat the problem is with a clear policy, careful documentation, consistent application of the policy and progressive discipline.

1. Communicate the policy
Most organizations have policies dealing with employee absenteeism. Make sure your staff knows the specifics, including under what conditions an employee will be paid (or not paid) for absences.
Employees should also know the types and stages of discipline that will apply to those who violate the policy.
Variations include no-fault policies, which count all absences toward an established maximum, or those that differentiate between excused and unexcused absences.
Caution: Some courts have found that employers must reasonably accommodate an employee’s qualified disability under the ADA regardless of its no-fault absenteeism policy. Also, you can’t count FMLA leave time toward absences under a no-fault policy. Pregnant workers also have the right to reasonable accommodations for their pregnancy related conditions, including morning sickness which may mean late arrivals or missed scheduled days. 

2. Always document absences
Documentation is a cardinal rule in any activity for which an employee may be disciplined. Keep attendance/absence records for all your employees.

3. Be consistent
Supervisors should clearly understand their responsibilities for recording absences, counseling chronically absent employees and handing out discipline. Be cognizant of unpreventable problems, such as occasional car trouble, inclement weather, etc. Your organization’s absenteeism policy may have built-in flexibility to allow
for special circumstances. If so, follow it and be consistent. Don’t let one employee slide for calling in absent due to slick roads or a power outage, while punishing another for being absent for the same reason.
Advice: Make it clear to employees that a sick leave or absenteeism policy is not a ben- efit to be equated with vacation time or per- sonal leave.

4. Use progressive discipline
When you’re faced with an employee who
is chronically absent, progressive discipline works best:
•    Oral reprimand. The manager discusses
the problem with the employee, stating that
attendance must improve. If it does—say, for three months—then wipe the slate clean and expunge the documentation.
•    Written warning. If the problem persists, the supervisor should prepare a memo spelling out the problem, the potential con- sequences and the time frame. Have the worker sign an acknowledgment of receipt. Put this in the employee’s personnel file
and give him or her a copy.
•    Final written warning. If attendance does not improve based on the pre-determined rules, deliver a final written warning, perhaps accompanied by probationary status for the employee.
•    Termination review. If the problem per-sists, HR and the supervisor should sit down to evaluate the full range of discharge- related considerations. Follow through on termination if the facts warrant it
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S
ome employees are happy doing what they’re doing and do it well. Others hunger for career development and growth within your organization. In other words, they want a promotion.
Providing such opportunities is often just the thing to keep top talent from jumping to another employer.
But before you haphazardly start promot- ing from the ranks, consider the following four tips to help the right workers move up the lad- der, without setting the organization up for a legal fall.

1. Follow promotion procedures consistently
Failure to follow your organization’s promotion policy may give the perception of discrimination. Individuals within a protected class may claim that the company bypassed its own processes to favor other employees.
Example: After unsuccessfully applying for several promotions, a black employee applied for a position that was offered to a white male colleague. When the white co-worker refused the offer, the company reposted the posi-
tion. The black employee sued for race dis- crimination, pointing out that, according to the company’s usual practice, once a chosen candidate withdrew, the promotion would be granted to the remaining candidate. A court sent the case to trial. (Norris v. Metro-North Commuter Railroad Co.)

2. Promote the best employee for the job
If you fail to promote the most qualified
individual, consider the effect on other staff

members. Why would a star performer con-
tinue to work hard when the most important qualification for getting the promotion is whether one belongs to the department man- ager’s clique? Best bet: Rely on performance evaluations.
If managers don’t do them effectively, they run a greater risk of making a poor or discrimi- natory decision.

3. Be realistic about promotion opportunities
Some departments don’t have any room for growth. Be honest about that fact, and discuss opportunities for lateral transfers to other departments.
Also, some employees don’t deserve their desired promotion. Never give them false hope. Rather, discuss how they could improve (e.g., take a technical class, get more manage- ment experience or work on interpersonal skills).

4. Base promotions on impartial, job-related reasons
When deciding whom to promote, make sure you’re using an impartial selection process to pick the best candidate. That’s the only way to stay on safe legal ground if an employee you passed over for the slot sues you for discrimination.
The losing candidate would have a tough time proving that no reasonable person would have chosen the winner. Clearly demonstrat- ing the winner’s superior qualifications will sink a failure-to-promote case.


