Employee Accountability
Leading your employees... It’s less on giving orders and more about bringing the best out of your employees.

The higher your position, the more people you have the power to influence. As you direct and oversee, you inspire and influence.

There are NO isolated acts in the life of a manager.

Employees join __________ but leave ___________.

People hired for attitude, fired for attitude. What happens?

Why a person doesn’t do the Job?

*Individual doesn’t know ______ his job is    (Job descriptions)

*Individual doesn’t know ______ to do her job (Training)

*Something _________ with his/her desire or ability to do the job

  (personal problems, health issues, conflict)

Why a person quits?

*Doesn’t feel _______

*Lack of ___________ support (red tape, loyalty, incompetent   

  supervisor or co-workers)

*Little/no opportunity for _____________ 

Traits and Skills of Strong Managers
1) _________
    What direction do I want to take our group? Look beyond   

    where the department is today and considers the future.  

    “Leaders are not above their people… just ahead of them.”

                                     ---- Joe Gibbs, NFL WA Redskins

This is why we do what we do.

This is how your work impacts the community, the other departments

ISSUES: Roadblocks.
Good Managers  IDENTIFY  the roadblocks and rally their employees to overcome them.

2) _______________ 

        Do you clearly communicate the goals, vision, expectations,  

        and issues to the employee? 

        Exercise – Turn to person next to you, list communication   

        problems….. misunderstanding, rumors, diversity, etc.

        What are the costs of miscommunication? (time,money,etc.)
Three methods of Communication

    ________Smile, lean forward

                  Put your work away (cell phone off, don’t answer phone,  

                  turn computer screen, COMPLETE ATTENTION)

                  Bite tongue (don’t complete their sentences)

                  Limit comments 80/20 (them 80%, you 20%) 

                  Ask questions (shows you’re listening)

                  Start own comments by paraphrasing their statements

    _____ - ______  Eyes, posture, hands, barriers

                 Impact of communication – 55% body language

                       38% voice tone     7% words

    _______ Clarity, clear communication as items passed from boss  

                 to you to workers, use their language  
                 (KISS, Keep it short and simple)

ISSUES: Problems. Conflict.
Good supervisors are  ________-________.

Advise and counsel. Let the employee carry the problem out. Equip people to handle the issues.

Conflict - - - One-on-one confrontation

Problem Employees:

   Can’t do (training) OR Won’t do (attitude)
B – Specific behavior

E – Effects in the work environment, on other people, on the work

E – Expectations, repeat these, they are our standards

R – Response. Can you provide an explanation for your behavior?

S – Solve, here’s what I need from you, what do you need from me?

     Document, date

Communication should go ______ ways. Two way communication builds TRUST.

There is a _______ cost to _____trust.

3) __________
    Managers understand office politics. The best leaders  

    do what they can to remain outside the fray of office politics.   

ISSUES: Territorialism. Good managers make decisions that are beneficial to the whole organization.

4) _______ ________

    Instills  Loyalty_, Trust_, Value_

    * Ask ________ 

    * Walk _______

    * Designate _______time

    * Designate ______ _______
When you know your people, you know their _________ and ____________.
What do your People Want?

What do you like best about your job? Least about the job?

What skills do you use and what skills are you not using?

What new skills would you like to learn?

Would you like more or less responsibility?

Do you prefer working on a team or alone?

What makes you proud about your work?

What can the office do and what can you do to enrich your job?

ISSUES:  Flexibility. Diversity.
Acknowledge _____________ in your department.

5) __________ (I WANT TO FEEL APPRECIATED!!!)

    It is up to the leader to motivate everyone, from the strongest to    

    the weakest member. Motivate them to do their best – to make a        

    significant contribution to the goal.

Different Needs Motivate Different People

Need for ACHIEVEMENT   Satisfaction of completing tasks      Provide the right work assignments

Need for POWER           Satisfaction from influencing others   Opportunity to direct people

Need for AFFILIATION   Satisfaction from interaction              Opportunity to be with others

Need for AUTONOMY     Satisfaction from independence     Allow them to make individual choices

Need for ESTEEM          Satisfaction from recognition      Give ample feedback, public recognition

Need for SECURITY       Satisfaction in job security             Provide predictable work environment

Need for EQUITY           Satisfaction in fair treatment         Ensure fairness in duties, salary, 

                                                                                                    and privileges

ISSUES: Individuality. Motivating different people in different ways.
“When we feel let DOWN we let UP!”

“MANAGING is the art of getting things done through and with people in formally organized groups. It is the art of creating an environment in which people can perform as individuals and yet cooperate towards the attainment of group goals. It is the art of removing blocks to such performance.”

                                                           -----Harold Koontz
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