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OVERVIEW

This chapter is for those managers who wish to know oll
about the skills of their employees and utilise them to

5 enhance organisational goals.

! Although, procedures to harness human skills exist in
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WHATISA KILL

Ability perform task  competent and efficient manner
Forthe purpose  this chapter, the meaning  skill not constraine

th quired ecessarily rm entrust
employee chapteraims  discovering and utilising those skill
empl which they may usin  execution thei

resent  but ould wused th rganisationfor ome oth

job.

OBJECTIVES OF TAPPING SKILLS

"To make plans for the future.

To utilise these skills and save money which a manager maj

tI:Er: to spend on hiring new staff proficient in the require

®  Todiscover and work on areas of strengths and weaknesses 1
the organisation.

To prevent under-utilisation of human resource skills.
To motivate lower level employees, who take pride in using

partcular skill for the benefit of the organisation.

®  Tomake the recruitment Ive: in skil
e Process more effective as gaps in

M
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LIMITATIONS OF TAPPING SkiLLs

° Seniorlevelmanagemneedtoworkexmnsivelyandonaregu]a:

basis to update their programmes s a5 to mainta;
o S0 as to maintain the accuracy

o It’satimeconmmingprocess-reqlﬁringcommitmentofstaff
and managers, both.

e Itmayleadto using those skills of staff which they don’t want

touse.

STers TO Use UNUTILISED

SkiLLs OfF YOUR EMPLOYEES

1. Obtain management support

Any plan or programme requiring considerable time and
resources needed to collect the skills of employees should be
supported by the commitment of senior management for such
plans to be successful. It is also important to estimate the cost
of collecting and analysing the data. Appoint someone to run
the project, someone who can get things done, with right
experience and commands respect.

2. Draw the plan identifying the skills to be covered

The employees to be covered by the programme, the type of
skills to be identified and the areas of experience of employees
are a few key terms to be included in the plan for carrying out
the analysis. For example, a programme to analyse shopfloor
employees, their formal qualifications and the areas of their
expenience.

—_—_—,————— e ==
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Nominate person(s) to whom the responsibility car

be assignefl

Nominate person(s) to whom the responsibility can be assignec
 the responsibility of collection of data and to update the
same on a regular basis. Take assistance from 1?ersonnel and I'T
department for obtaining qualifications details and recording
and saving the data. Guidelines regarding the same should be
drawn up and distributed and the staff responsible for collection
of details of employees should be thoroughly trained.

4. Formulate a method for collecting data and saving it
properly
Use of questionnaires i 4'Very common mode for collecting
the skills’ data. Questionnaries can be distributed amongst
employees who return them after filling in the answers. These
are useful as information is received in written form which is
more reliable and permanent in nature. It is also an inexpensive
way and does not require any special training of those handling
the whole process. However, designing a questionnaire needs

real special efforts and they can be filled in badly.

Another method that can be used for collecting data is interview

methpd. Though, it is more time consuming it can be useful in
drawing out more information.

3.

A combination of questionnaire and interview method can also

be used but it de S
pends on the availability of
approach of respondents. y of resources and

Once the data has been collected take adequate and appropriate

stepsto con Vo e e
of fources fj‘i)rt‘:;illf .Szme- Mamt_am, if required, confidentiality
ich the data is obtained and ensure that its

discl i :
- sfs:l:sr(e) iscfz)ernutted only to nominated ones. Maintain manual
Mputer files updating them as and when required.

0 ————
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Remember, computer files also need to be protected from virus

attacks.
5. Communicate the programme to all employees

Those who are likely to be affected by the plan/programme
should be made aware of the idea behind the system. Tell them
about the advantages they will gain and remove whatever fears
they may develop. Following benefits can be conveyed to make

employees have a positive and cooperative attitude towards
the plan:

o  Greaterjob satisfaction as a result of greater utilisation of skills.

e  Upgradation to do better jobs.

e More varied worl removing monotony and giving more
exposure and consequently, more experience.
7

e An opportunity to prove one’s worth in a probably more

challenging field.

e A chanceof internal promotion.
6. Set a target date for the programme to be completed

Fix a period at the end of which the process of collection of
data is to be completed and the programme can be made
functional. Communicate it to your data-collection staff and

make sure they meet the deadlines.
7.  Implement the programme

Once the programme has been competely drawn, it needs to
be implemented. For this inform the employees of the person
who will be collecting the data, the method by which the data
will be collected and the person who will answer whatever
questions employees will have regarding the programme.

Data once collected should be recorded without any distortions
or dilutions and ensure it is used for filling in a new post or

while Creating a team.
M_———_ e ——
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Determine the success of the programme

Obrtain opinions of the employees as to the usefulness of the
programme. Analyse the complaints and grievances and jf
actionable, consider themto makenmwychanges. Also discuss
the utility of the programme with your seniors.

Update the programme regularly

At regular intervals, the data collected should be updated, for
example an accountant, who joined after his B.Com and may
have become a Chartered accountant over a period of three

years. Details of individuals no more working with the
organisation are of no use and should be removed/deleted. |

“Similarly, details of new employees need to be added.

TarPING HUMAN RESOURCE SKILLS

B

N

Permits
Regular- updation of
skills database

Communicating to em-
ployees the usefulness

of the dotabase

Securing the information
held on the database.,

Keeping employees
aware of the purpose of
the programme desi-
gned to discover these
untapped skills.

Forbids

Ignoring skills thinking
that these are not
required by the organi-
sation in the immediate
future

Not obtaining feedback
from the users of the
programme

Using the programme to
oblige someone or
promoting a person fo
further personal interests

Favouritism

Manipulations or exag-
gerations in information
collected.

—_—
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acquisifion of resources in the form
of raw materials and manpower for their
Straw conversion into products and
— tellswhich services. This chapter is designed for those
way the wind managers who are
blows associated with setting of objectives.

WHAT IS AN OBJECTIVE

An objective is the desired end result of an activity for a specific time
span. It is a goal towards which the efforts and resources are focused.
An objective should be practical, clear, measurable and specific. For
achievement of objectives, coordination amongst various sub-systems
of the organisation is required.

As already explained above, purpose is the basis of an organisation’s
existence. Jamshedji Tata’s Steel mill was established to strengthen
India’s industrial structure; similarly, spreading literacy is the main
purpose of educational institutions. Organisational objectives are, thus,
derived from corporate purpose - a commitment to action, to attain

specific levels of performance, to utilise resources and to direct
organisational effort.

Although, the terms, ‘goals’ and ‘objectives’ are generally used
synonymously, a ‘goal’ may be viewed as a sub-set of ‘objectives’. If
‘objectives’ is a map, ‘goals’ are landmarks and milestones as we
proceed on a pre-determined route, An objective is, thus, the reason
for an organisation’s sustenance. ’

OBJECTIVES OF HAVING OBJECTIVES

It gives direction to corporate efforts,

It gives foundation to the :
. Process of planning. directin
Organising, staffing and controlling, 4 - >

- ——
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“Corporate objectives are respnsible for the
existence, continuance and

functioning of only my office organisation”.

17
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e Itprovides framework for formulation of strateges, policies,
principles, rules and regulations.

o [Itguides organisational activity.

e Itinitiates group cohesiveness and team spirit.

o It also forms basis for resource acquisition, allocation and

utilisation.

e  And last but not the least, it 1s responsible for existence,
continuance and functioning of an organusation.

LIMITATIONS TO OBJECTIVE..
SETTING

There are no limitations to objective setting if:
®  You havethe nght direction.

®  Youknow what you have to achieve.

®  You can tune the above two assets of yours with long-term

plans and highlight the above two assets of yours objectives.

You are clear about your ideas and not confused or demoralised

STEps TO SET OBJECTIVES

Spell-out organisation’s mission

Itis very important that the objective should relate to the purpose
or mussion of the entity. On the basis of the mission the broad
scope, !atitutde, critical constraints and boundaries within which
ob]ecgve?s are 10 be achieved, are set. The mission of th¢
Orgamisation, i.e., the purpose of the existence of the orgarlisation

w
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provides vision - the expression of an ultimate aim to which
the organisation aspires. It is very important that the mission
and vision should be clearly communicated to all the personnel
- management and employees, both.

The objectives should be consistent with the mission

Mission operationalises objectives into realities, hence, it is
important that corporate objectives should identify with the
mission. This usually forms the purpose of the strategic plan
and is the function of senior level management, although in
empowered organisations this process is spread throughout the
organisation.

i,

. . N
The strategic plan is formulated so as to:
Help management prepare for alternative sets of conditions

likely to emerge in future.

Bridge gap between the present position and desired future
posttion.
Provide a sense of direction to the functioning of the

organisation, i.e., matching the right effort and right time with
the right product(s) and right service(s).

Knit the organisation into a unified whole.

Much will depend on managerial competence in forecasting;
avatlability of information; appraisal of values; knowledge and
communication channels; and feedback systems.

Objective setting should not be a top-down exercise. Instead,
objectives can be split into higher-level and lower-level objectives
50 that knowledge and competence at each level can be utilised
to achieve them. For this, objectives should be set out in a plan
and communicated to all staff.

|
|1
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A

" Determine objectives
(can be called as standord objectives)

B
Make plans .

Associate & utilise resources=:

"
E

Check results obtained

G
\

Compare with standard objectives set

H
\

Take action to rectify deviations

A

The ‘Achievement by Objectives’ Cycle

f
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3. Structuring of objectives into hierarchy

As explained in Point 2 before, objectives can be operationalised
into different levels relevant for staff, supervisory staff, personnel,
R&D, purchase, management, etc. For this, you can rank the
objectives according to priority, inputs, time frame, skills and

knowledge.

4, Communicate the objectives to respective people/
departments

Objectives need to be communicated to job performers. Its
only when objectives are properly communicated that planning
—— can be done; goals, strategies, plans and policies for action can
be determined; performance can be regulated, monitored,
controlled; alternative courses can be chosen; and decisions can
be made.

5. Objectives should be proposed and not dictated

Setting of objectives is a task accomplished through discussions,
negotiation, compromise, seeking ideas, proposing and
agreements. It is quite possible that objectives chosen are
intangible, uncertain and risky. Both the objective-setter and
objective-performer should have an answer to each of Kipling’s
six honest serving-men: Who, What, Where, When, Why and
How?

6. Set appropriate measures to judge the progress
against objectives

Certain measures should be set to measure the utility of efforts
and resources applied for the achievement of ultimate objectives;
to judge that the efforts are not going away from the desired or
Planned end results. Organisational effectiveness can be defined
asto the extent to which an organisation achieves its objectives.

k ——

S —
X
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|
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Thus, we conclude that these measures are usually related,

e Efficiency in terms of honouring and meeting deadlines ,,
time limitations.

® Effectiveness in terms of relevance and accuracy of servj,
delivery.
Efficiency in terms of cost.
Effectivity in terms of cost.

7. Conduct review of performance

Past performance should be reviewed, learning opportunity
should be identified and new or revised objectives should t

set for the next period.

ErrICIENT OBJECTIVE SETTING

Permits Forbids
v’ | Setting priorities by ran- % | Setting up unrealisti
king plans and policies intangible obijectives

to operationalise objec-
tives into realities

x | Setting up obijectives i
consistent with legal ¢
v'| Setting practical, mea- social laws

surable, time-bound
objectives

% | Lack of nexus wi
organisational inte
| Making yourself aware and action

of and familiar with
organisational frame-
work so as to set
relevant objectives

x| Setting objectives beyor
the parameters !
organisation’s rules qf
regulations, i.e., agalf

[/ Reviewing objectives the provisions of i
and organisational Memorandum 9
policies at regular Articles of associatio”
intervals to make
necessary amendments.

__-—-'_—"’_.-;"j
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Practising delegation improves your ability 1o
l: I manage as delegation is an interpersonal
Delegation| process. The act of delegation enhances your ability 1,
— oftasks work with others. Delegating authority
is another and responsibility to others requires adeptness i
means of fraining communication, a willingness to listen,
your staff an ability to motivate, convey trust and inspire loyalty
This chapter aims to explain this art of delegation.

WHAT IS DELEGATION

In simple and straight forward language delegation is distribution g
authority from a manager to a subordinate. In practical seng
delegation is more than just assigfiing work to someone else. It alway
means making your subordinate accountable for results. It usuall
means giving that person the latitude to make decisions about th
ways to reach those results. That is not to say that to delegate ist
abdicate. You always monitor and control the tasks you delegate
This is necessary because you cannot shed the ultimate responsibilin
on their completion. Delegation is always a tool, never an endi
itself. Your success in delegation will never be measured by how ya
go about delegating, to whom you delegate or how often you delegat

Rather, you will be judged according to the results you achieve throug
delegation.

OBJECTIVES OF DELEGATION

Toimprove the ability to manage and prioritise work.

o . . . "
As deleganf)n 1san interpersonal process it enhances your abili”
to work with others,

Itl Clea.rs away ti.me for other important managerial tasks lik
planning, directing and organising,

* |
/
\

M
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|
The Artof
Delegation

OVERVIEW

All managers face a paradox: they need to
produce results beyond individual
capabilities. The solution to this paradox is not
to do more, but to delegate more.

————
o I e S ———

II
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People to whom the work is delegated feel highly motivated as
they get to do more challenging work.

‘e Ithelps with succession planning by exposing people to other
" levels of work.

LIMITATIONS TO DELGATION

e Some organisations are too small to provide much scope for
delegation.

e Thereisalwayssome element of risk involved. The person to
whom the work has been delegated may not possess the requisite
skills to perform it as effectively as required.

e Itisatime consuming process requiring inputs in the form of
effort and personal investment of managers.

® Lack of availability of people with sufficient resources, time or
competence.

® Delegating authority and responsibility requires adeptness in
communication, a willingness to listen, an ability to mouvate,
convey trust and inspire loyalty. Lack of these aptitudes may

lead to ineffective delegation.

: . L .
® Centralised organisations, where authority 1s not widely

distributed.

STeErs TO EFFecTIVE DELEGATION

1. Isolate tasks suitable for delegation

Evaluate each task on its merit. It may bea rg)utine task which 18
easy to pass on to a subordinate or a task which may not require
managerial skills and can be handled by a subordinate adequately.

——

35
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' 1al skills which
there are tasks that require specia you
zl}ﬁ)nrdinate possesses and can a.pply to the tasks or there my
be a task which a manager may like doing himself. Conﬁdentia'

matters, generally, are not delegated.
2. Set rules and boundaries

Make clear to the subordinate that to whom he is requiredy,
report after the task is accomplished. Vagueness shoulld b
voided. How much authority he has to make and take decisiop
should be clarified. It is important to be consistent so that th
staff understands what to expect and a climate of trust startsy
build.

3. Analyse the benefits of delegation

Think how delegation will help you, the person to whomit hs
been delegated, the department, the organisation and th
customers. Only when you are yourself clear about the benefi
of delegation, that you can explain its worthiness to the individu
taking on the delegated acitivity.

Also make an assessment of problems that may arise, like:

e  what can be the consequences if things do not work out,

e theworst outcome that can be for the team, the organisationc
the customers,

®  any negative impacts it may have on the individual,

®

the support and guidance needed to be given,
4. Select the delegatee

The person chosen should have the knowledge, skills, motivat¢
and time needed to get the work delegated done to compl
satlsfacuon: The individual selected should have the intelliges*
gat“l:a{ aptitude and above all, willingness to learn as to ho¥'

0 the job with help and guidance. This is how people devel

and the development of staff :
' sh , cid
aim whenever he delegates, At e x poanager s ot

-
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5. Communicate the task delegated properly
When delegate, ensure the subordinate understands:
why the work needs to be done;

what is he expected to do;

the date by which he is expected to do it;

the autority he has to make decisions;

the progress or completion reports he should submit;

how you propose to guide and monitor him;

the resources and help he will have to get the work done.

o

Monitor performance -~z

Monitor a subordinate’s performance carefully. Set target dates
and keep a reminder of these in your diary so that you can
ensure they are achieved. Without being oppressive, ensure that
progress reports are made when required and that deviations
from the original plan are managed in good time. Don’t allow
subordinates to become careless about meeting deadlines.

7. Review and evaluate

Once the task has been completed, review it to assess how well
it went. The positive outcomes should be evaluated in terms
of skills and activity which have accrued. Failures should be
handled constructively with an effort to establish the steps to be
taken to do things better the next time.

E Let your employees take part in

—— their own evaluations with
self-appraisal forms. Have them
evaluate you as well

|
|
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SuccessFUL DELEGATION

Permits Forbids
A comprehensive un- x| Undue inferfere.nce wil
derstanding of the Lhe way work is bej,
strengths and weak- one
nesses of the staff and x | Rash decisions, o,
the situation in which e‘xpendifure and igng
they work ring dthflned an
) reasonable constrqgi
Zfepping ifn i}fjthere is any s il i
anger ot things going . '
off fae el 9 % | Oppressive attitude
Being specific about x| Delegating to fhe san™
MLl people all the time
Taking all th dit
Clearly indicating to > 9 _ g |
your subordinate the x Delegation of speci

extent of his authority to
act without further
reference to yourself.

staff-related matters.

. Besides all other things
It leaves you more relaxed.

38
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6
Building Teams

OVERVIEW

Teams are self contained entities forming a part of larger
organisations. Development of interventions
for team building has become one of the important task
of management. This chapter aims to
unearth the aspeds of planning, setting up and
maintaining an effective team.

—

[ ————— )
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WHAT ARE TEAMS

Teams are effective collaboration c?f people Lo penzut COrnbinatiQl
of efforts and ideas so as tO achieve _orgamsauonal goals mo,
effectively and efficiently. Teams are dlfferent from groupsiy 4
sense that groups emerge on then: own while teams are planned, b
.nd maintained. A team has a distinct purpose a.nd may consisy
people drawn from different ffmcuons'or disciplines w.h1le agroy
generally consists of people having same interest and sharing comm,
ideas.

Teams generally consist of people with varied needs - emotional u
social - which team as a whole can help to meet. Team building'r
based on the principle of synergy - greater than the sum of
individual parts.

OBJeCTIVES OF TEAM BUILDING

e  Tocoordinate efforts to tackle complex tasks.

®  To harnessthe personal expertise and knowledge of individi

members. &
® Toenable people cope with everyday work challenges. :
®  Toprovidesocial and emotional support giving quality toﬁ
performance.
o TF) create open and healthy communication channels a1
eliminate unhealthy rivalry and competition. i
¢ To provide new ideas and solve problems through the P‘rocest}é
of brainstorming and group thinking,
®  Todevelop strengths and skills of individual members
o

To devel . . ;
emPOW:r:rin?,ld raise levels of individual and collec”

w
52 —
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LIMITATIONS OF BUILDING A TEAM

e  Itdoesnot allow enough room for everyone to participate
. )
feel involved and stay committed.

e Troftenleads to duplication of skills, increasing the potential
for clashes.

STEPS TO DEVELOPING AN
EFFECTIVE TEAM

~=a ‘Thin ﬂf-‘.;q{
1. Decide whether you really need a team

It has been seen that group working can achieve targets more
effectively than an individual. But there are situations when a
person has all the knowledge and expertise to do the job on his
own or when there is no real common purpose to be worked
upon by a team for achievement. Hence, first decide whethera
team is really neeeded.

2. Create team vision

Give your team a vision, L€, the kinds of. orient.ations expected
of them to achieve aims of the organisation. Give your teama
vision to make choices at times of uncertainity. The vision
provides the values and ideas which underlie the work of a

team.
3. Determine team objectives

Ensure that a team has a meaningful task to perform and be
clear about the outcome of the team efforts. Identify the technical
and professional skills required and form a team of individuals
sossessing those skills. Check the team’s objectivesrg_g\ﬂarly SO

EEET T

= 1 et e |
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has a clear focus on what they are Working to‘%
ally and as a tea

4. Plan a strategy for Seam s solf k ri
Invest time in gettiﬂg the op eratllﬁi ramevffoz rlgh!: S0 thy
team can be developed: The first thing rel‘cilmref to build, o
team is to create a climate of trust where atlures becoy
experiencesto learn from. Then, it is important that Fhere isfy
flow of information making a contr{but_wﬂ towards integray,
of team work with organisational objectives. The next impon
aspect is training of employees in communication, interperso,
and negotiation skills. Also required along with all these is iy
e for coordinating activities, monitoring progress.of teamsa
regular meetings for discussions. Feedback should also forn
part of the team building strategy so that everybody knov
how well they are doing and identification of weak aspectsc
be made to take action for improvements.

5. Keep the team members informed

There should be adequate and proper communication chans |
to keep the team informed of the changes, if any,
organisational strategies and policies so that they canach¥
their objectives effectively and in accordance with ;
Organisation’s needs. As mentioned in Point 4 above feed®
Shzl{:ld also be given to enable 2 team to function effecti”
:’;e dseteg ;izz]; on ﬁ.eﬁiations./ departures from what act:: f
team acal establisr}:lii shed. It is, thuls, esse.nu‘al to mof™R
g asystem of review within a tear? i

|

. of individual team member®
leam 5 nothj

' 0.‘ |

gbut an aggregate of skills and expert®
u L]

A team can yiglq tanaudit of the same to evaluate the ™

i 2 . . f} A
bmldmg riencilzglﬁge in the team somebodY Wltht i

P with initial phases. 1
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7. Include yourself as a team member

Don’t just boss around, include yourself as a member of the
team. Remember, ‘Charity begins at home’. Only when you
yourself work in team you can focus on actual requirements
for team building. Act as a role model, be a team leader.

8. Lead the team

Clearly define team’s tasks. Ensure that a team has no shortage
of resources. Create favourable conditions for performance.
Create a team with members possessing the requisite skills and
knowledge. Give coaching and help to the team members
whenever required. Give team members opportunities to express
their émotions and frustrations.

9. Dissolve the‘'team once the task is accomplished

Acknowledge when the team has finished its task. Review to
see if the required objectives have been achieved and provide
an active feedback to the team members on their quality of
performance so that they can learn, improve and benefit next
time round. Dissolve the team, once the task for which it was
created, has been accomplished, reason being that every team 1s
created to performa specific task and another task may require
different combination of skills and knowledge of mdmdn‘;a:ls,
for it is seldom true that the same people have the requisite

abilities to perform all kinds of functions.

Ifyou use the services of an outside

— agency, treat the agency
personnel as part of your team, not like

the enemy. After all, you

do have a common goal

,\\

f
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STEPS FOR

NS

Permits

Spending time to
manage and facilitate
the development of a
team and its activities

Determination of the
common aims, objec-
tives and criteria of
success for the task,
project or process

Clarification of team’s
targets and individual
responsibilities

Encouraging and
managing team
meetings so that every-
one has the opportunity
to voice his opinions
and feels involved in the
decision-mcking and
planning processes

Providing feedback

Dissolving teams when

. objectives have been

accomplished

Rgviewing team objec-
tive

] strotegies and
Processes.

T g
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-m Work side-by-side

Forbids

A tight team monoge.

ment and control

members withoyt the
requisite skills qp
knowledge

Letting individuals tqft
credit for the team'®

achievements

Neglecting team climate

increasing conflict anf®

difficult relationships

Lack of intra and inter
team communicatior
leading to unco
ordinated and unaggre
gated efforts.

with your team
and learn
what their
day-to-doy
experience is ik
e’
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yoUR BOSS ANU TOU — A KELATIONSHIP OF VALUE

)

Your Boss and You -
; A RelatIOﬂShlp
of Value

e - OVERVIEW

g SO
i AN 7 e %

- ':'.-:;f:l."zn : » . 0
e Managing your relationship with your Boss can
. ) prevent misunderstandings and managerial
pd bia
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m The Boss is

= notalways
right; but convey that
without offending
his ego— handle
things sensibly

mutual expectations,

®  Managing your boss is a relatjq
respect, trust and support; ma;
best for the organisation, the team and

snarls at your level. A successful subording,
relationship not only helps
broaden your work experiences but also g
to the development of your
management skills. Hence, this relationship Needs
to be planned and developed.

The organisation will value you only if you gre
value to your Boss.

B-boy;

Many managers take time and energy to develop
good relationships with subordinates
but ignore the importance of managing relationships
with their superiors. This chapter
focuses on this relationship which is an essential
aspect of effective management.
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YOUR BOSS ANL 1UU — M NCLAIUNYHIP OF VALUE
//’;/'

OBJECTIVES OF THIS RELATIONSHIP

o Tocreateaproductive and communicative working relationship.

o Personal development.

o Tohelp you overcome problems and conflicts when they arise.

o Toensure each of you know what is possible and feasible, en
route to achieving the results that matter to you both.

LIMITATIONS TO THIS RELATIONSHIP

o Office politics or personal style often dominates the wayyou
and your boss work together.

® Lack of open communication.
¢  Nurturing opposing feelings.

® Existence of certain factors that cause friction in your

relationship.

STePs TO MANAGING YOUR Boss

1. Gainan understanding of the goals and working style

of your boss
Lmiliarise yourself with your boss’ goals and

dandf ‘ .
Errefsf::sar;trengths and weaknesses and working style. Without

this basic hlformatign t
which could be avoided.

2. Maintain adequate and pro
channels
Effective communic

per communication

ation prevents confusion and
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misunderstandings. Communication shoy

: ld be ade
detailed, regular and timely. Qua
Develop a working pattern that suits both

This will result in efforts becoming more effectiye
productive. While it is not easy to alter one’s working paptep,
i

can be useful to be aware of this and create pattern wih
useful modifications that suits both.

Identify and remove blockages, if any

Examine your relationship with your boss and 1dentify th,
blockages, e.g,, improper communication, conflict of Opinions
etc. Identify the causes of these prablems and work on thep,
to make improvements.

Understand your boss

As priorities are constantly changing, managers need to seek
out information about t

—— . heir bosses in an on going way,
questioning them and watching for clues in their behaviour. Being

of working and making the necessary

)

you cannot ¢r
' own
personality or that of your boss, yoy, ¢ bIvlnsform your o
factors that cause friction ccome aware of t
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| yoUR DU T - shniuneniv OF Vauyg

- brove that you are dependable and reliable

tis vital to a boss to be able to feel he can de
his subordinates. For this reason it is imp
meet deadlines very strictly and avoid
cannot keep.

9. Learn to trust and value yourself

8.
pend on and tryst
ortant for managers to
making promises they

Do not underestimate yourself for if you don’t have faith in
your capabilities, your boss certainly won’t.

10. Keep yourself informed about your boss as well as
the organisation

- Most information can be picked up by observing your boss’
behaviour like how he schedules his day, conducts a meeting,
develops plans, deals with complaints, works under pressures,
acts when angry, etc. and being alert to letters, memos and
conversations or - Simply ask.

11. Celebrate your success

Your success is their’s too, so why not celebrate your success
with your boss. |

12. Review issues and your plan of action

1 i I 1 oss. Remember
Discuss issues important to you with yot;_;ﬂ b s
your success is your boss’ success and your failure theirs. Belore
a problem really gets out of hand, discuss t. Have some solutions

ready to talk through. .
13. Tackle conflicts before they blow out of proportion

e work together there can be disagreements
from such situations; handle

When two peopl
and arguments. Do not run away

them.
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FEOPLE IVIANAULIVILIYVS

d your boss, b
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