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Vianagement
Orientation Guidelines

Hendrrik Bezuidenhout

Disclaimer: TThisiisinot Management 101,
NEWEVErL, I Vou NEVEr attendedia management
course, thisi introduction; shieuld be guiterhelpfiti.
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General Supervisory Principles

¢ Maintain and enhance the
employee’s self-esteem

¢ Focus on behavior, not persomnality
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How to Orientate a Newcomer

Put the person at ease
Clearly state tasks and duties
Provide enough opportunity for questions and listen actively

Explain the aim of his tasks and duties in terms off
organizational goals

State the possibility for promotion

Supply important information regarding internall rules
Introduce newcomer to NeEw! Work: environiment
Introduce neEwCcomeEr to SUPEriors and: colleagues

EXPrESss Vour confidence; that he/she willfoe nappy: and
successful

Keep: contact tor be Nelpiul with fitrther proplems
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How to give an assignment

Plan the assignment
— Purpose

Who

What

Where

When

HOW

Standards

Select the appropriate medium

State the assignment clearly.

Ensure that the assignment is understood

Provide opportunity fior guEstions

Strress that yeurwillsalways: berhelpiultwithradvice andi iniiormaticn
AGree onlfiollow-uUprprecedure, date and time

EXPIress; Vour ConfidenCe Inl the SUCCESSIHUlT execution: off the
adSSIdRIMERE
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How to give recognition

¢ Describe the behaviour areas where the
performance was above average and
explain why it warrants special recognition

¢ Ask what can be done to help the
employee to maintain the same levell of
PEOFMAaNCe

¢ Indicate the exact actions that yeu: will
take

¢ EXPress your appreciation and indicate
thiat thier eraanization s aware O the
aboVeE aVeraee PEfPRMance
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How to handle a dissatisfied
employee

Talk privately in a supportive manner with the employee
Show understanding by listening actively
Determine the cause of the problem

Act impartially: but fair withr a view to organizational
objectives

Ask for possible solutions and tegether decide on the best

alternative

Come to an agreement on the stepsi that can be taken to
Implement the soelution

Determine a date fior feedback to ensure that the
dissatisfaction has been| renoved

Indicate thiat yeulvalue the employee and that Veulwant to
See the employee succeead
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Resolving conflict between
employees

Speak to the persons concerned in private

Describe to the parties in conflict what you have observed and
why: it Is of concern

Ask each of the employees to describe, without interruption by
the other, the issues that divide them

Be impartial but fair
Listen; actively te each employee’s statement off the, problem

et each employee repeat the other employee’s point off view, amnd
let the other employee acknowledge the accuracy: off the
StatEMmERt

Point out areas off similarity, stchias interests andl goals and how.
each employee depends on the other

Ask: each empleyee: ter make suggestions) as te What can be done
to) resolve the situation

Come to) an agreement onl the stepst each willftake
SUImmariizereach pakity s acticn plan andl set aielliew-lprdate
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How to handle incorrect
behavior/action/conduct

¢ Speak to the person in private
¢ Point out the incorrect behaviour

¢ Ask for and acttively listen to the employee's
reason fior the incorrect behavior and discuss it

Emphasize the disadvantages of Incorrect

behavior
Point out the correct behavior

ERcolirade the person te behave correctiy: in
future

SEt a ollow-uprdate and EXpreESSs) approval for
COrrect PENaVIOR

¢ [ INCOrrect DENaVIOr PErSISts), take: diSCiplinary;
dCLIoR
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How to reduce resistance to
change

¢ Clearly explain why a change is essential

¢ Explain the details ofi the change and discuss how
the change might affect the employees

¢ Ask for and listen to the employees” feelings,
guestions and concerns about the change

¢ Ask for the employee’s ideas on hew! the change
can best be accomplished

¢ Make, It clear that only: With' the employee’s help
and suppert will'the change work: and the
ODjEectives beaccomplished

¢ Follew-upr on the chiange, and praise the
employEES e thEelr COOPEration N accomplishing
Che chanae
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How to handle an under-achiever

Speak to the under-achiever in private

Concentrate on the under-achievement and not on the
PErson

Ask for the subordinate’s contribution in the solution of the
problem and discuss both his and your ideas

Come to an agreement on the stepsi that each of you will
take and write it down

Express confidence; in the under-achiever's ability te correct
the problem

Jjogether determing al fiollow-on: date; and assure; thiel person
of your Interest in her/his fiuture

Praise the employee; at the f[rst sign; oiif an ImMprovement 1n
PEFOrMaNCe
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Notes

¢ Please consider the points in this
document as a guideline.

& Some procedures might need to be
adapted to your country's labour Iaws.

¢ Unien activities might dictate different
steps, but iR the absense: off any: aother
guidelines), Il trust this is a| gréeat step
[ORWalrd:

¢ Please shiare your thoughtss Withr me:
HERERIM@IGCHEWEDNEOIN
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