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direction; who are allowed to
do work incorrectly without
correction and who do not have a
review of their performance have
not had proper supervision and
hence have not been allowed to
perform properly.

Specific Instruction

Monitor Efforts

Accountability Review
Supervisors also need to be aware
of the role they play in the system.
Many new supervisors see
supervision as a "satus reward".
Just like workers supervisors
are accountable for results and
represent the organization, not
themselves. The supervisors' job
is to make work more efficient
and as such they are a resource
for the worker. This view of
supervision, as the supervisor
supporting the worker to make
work more efficient, is the correct
one.

What Do Supervisors Do?
Supervision of a group of
employees often includes

1. Conducting basic management
skills (decision making, problem
solving, planning, delegation and
meeting management)

2. Organizing their department
and teams

3. Noticing the need for and
designing new job roles in the
group

4. Hiring new employees

5. Training new employees

6. Employee performance
management  (setting  goals,
observing and giving feedback,
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addressing performance issues,
firing employees, etc.)

7. Conforming to personnel
policies and other internal
regulations

Successful Supervision Skill
Everyone at one time or another
will become responsible for the
care and guidance of someone
else. It can be a parent, teacher
or a supervisor. In my life, | have
experienced many who fall in
this group who influenced me in
a positive way. | don't proclaim
to be a perfect supervisor, but |
understand what makes some
stand out more than others. |
have been able to filter out less
than desirable techniques, but
more importantly learn from
individuals who know the secrets
to being successful supervisors.
As you go through life, everyone
has come across a few people
who have made a major impact
ontheirlife. When you think of the
mostinfluential peopleinyour life,
most will recognize these familiar
skills and implement them. Some
understand these secrets, but are
not consistent in practicing them.
The most successful understand
each of these skills and focus on
improving each one in their daily
life. The following list gives a brief
description of those skills and
how to implement them:
Supervision Techniques, Steps
1-8

"Set Clear Company Goals"

"Set Realistic Completion
Timelines"

"Ensure Proper Training and

Tools"

"Firm, Fair and Consistent"
"Encourage Innovative Thinking"
"Trust and Verification"
"Advancement Preparation”
"Appreciation"

"Set Clear Company Goals"...
Every employee must know your
essential company goals. It seems
like common sense that everyone
know the company's overall goals.
But it's amazing when you talk to
co-workers who don't completely
grasp it. As a supervisor, you can't
just assume your subordinates
are knowledgeable.

| worked for an agency that
required every employee to
attend mandatory annual
training. These sessions were
designed to review agency goals
in fine detail. Each employee was
signed off on each training block.
The purpose of the training was
to make absolutely sure everyone
was on the same sheet of paper
when it came to understanding
our overall goals. In addition, the
training was updated as required
to fine tune any maodification
to our company goals. As a
supervisor, you can never assume
your people know your company
goals. Informed employee's will
grasp and appreciate, "The Big
Picture" and stay focus on what is
important, and more importantly,
limit what is not.

"Set Realistic Completion
Timelines"... As a supervisor, it's
important to set realistic timelines
to complete tasks. You're the
expert who understands what a

reasonable time to complete a
given task is. If you set unrealistic
goals, it says a lot about your
expertise. If you don't understand
this, you may be in the wrong job.
But, if you set realistic timelines
for specific tasks, your employees
will respect your decisions. And
visa versa, you will lose respect if
you don't set realistic completion
timelines.

"Ensure Proper Training and
Tools"... Having proper training
and tools to accomplish company
tasks seem like common sense,
but it's often overlooked or
underestimated by managers.
It's essential that you understand
how to identify skill and tool
deficiencies. It's also critical to
keep your own personal skill
levels on par with the ever
changing world of technology and
trends. Don't underestimate the
importance of training the trainer.
You should always encourage your
workers to have input on training.
You set the standards, but you
should be receptive to new ideas.
In addition, you should require
your subordinates  maintain
accountability for company tools
and to identify deficiencies to you
as the supervisor.

"Firm, Fair and Consistent"...
Anyone who is in charge should
always remember to always be
firm, fair and consistent with
all of their subordinates. Being
firm with an employee means
they understand that there are
firm consequences if they either
violate policy or fail to meet

company standards or goals.
Treating someone fairly means
to treat every employee
without preferential treatment.
It's very difficult to be totally
impartial when dealing with
a high performer versus a low
performer, but it is one of the
most important traits to have as a
supervisor. You will lose valuable
respect from your co-workers
if you're ever deemed to give
anyone preferential treatment.
Once you lose this respect, it's
almost impossible to regain.
Being consistent is one area
that is often underestimated
by managers. Being consistent
on how you act from day to
day is critical. As a manager, it's
important to be professional
when confronted by an angry
employee. When you remain calm
and remain consistent with policy,
you will remain professional. |
believe being consistent is one of
your greatest assets as a manager.
"Encourage Innovative
Thinking"... All managers should
encourage innovative thinking.
Every employee is important and
will contribute when they feel
their inputs are important to the
company. If they perceive a lack
of interest from management or
no one is following through, they
will cease future input.

When an employee understands
that their input is valuable, they
will keep a mindset to look for
improvement. Their inputs are
very valuable to the success
of your company. You can also

encourage creative  thinking
through a formal or informal
reward system.

"Trust and Verification"... Trust
and verification is critical for
supervisors who are responsible
for employees who are not under
direct supervision. Trust can only
be earned, but it's important to
verify. This can come in the form
of impartial employee customer
feedback.

When vyou delegate your
authority, you're showing your
trust in their ability. Supervisors
who understand trust allow the
employee to perform at their
peak. And visa versa, those who
micro manage relate an image
of mistrust and that is bad. Your
high performers understand
the importance of mutual trust
and will not threaten it will poor
performance.

"Advancement Preparation"...
All supervisors should appreciate
the importance of preparing
their subordinates to advance
professionally. Not all employees
want to become managers, but
all employees want some type of
advancement. It could be a pay
structured advancement. It could
be a promotion in title only. But,
it's important they understand
that you're interested and can
provide them with information
on how to improve themselves
in the company. It's important
that you have this information
in written form so there is no
ambiguity.
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Supervision

The direction of people at work is
the most difficult of all production
related tasks. Supervision means
constantly functioning in a state
of flux and ambiguity and few

Supervision is the activity carried
out by supervisors to oversee
the productivity and progress of
employees who report directly to
the supervisors. For example, first-
level supervisors supervise entry-
level employees. Depending
on the size of the organization,
middle-managers supervise first-
level supervisors, chief executives
supervise middle-managers, etc.
Supervision is a management
activity and supervisors have
a management role in the
organization.

Supervision - The direction of
people at work

people feel satisfaction from
being a supervisor. The reason
this is worth mentioning is
because many new supervisors
feel that something is "wrong"
when they are constantly
faced with problems relating
to their workforce. This state
of flux and ambiguity is normal
to supervision and success is
measured in percentages rather
than absolutes.

Fereshta
Stanekzai

Allwork requires the coordination
of effort. We accomplish this by
giving workers assigned tasks
and assigned time in which they
are to accomplish these tasks.
But just giving instructions is
not enough. You must give clear,
specific instructions on what is
to be done, monitor the worker
in the course of their efforts
and hold them accountable for
specific results. These three
elements; specific instructions on
what is to be done, monitoring
them periodically to make sure
it is being done, and making
the employee accountable for
the results are the core of the
supervisory process. It is the
responsibility of the supervisor
to do this. Workers who do not
receive good instruction and
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