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EPILOGUE




INTRODUCTION

Welcome!

Thank you for selecting this book. I’ve designed it with your future success in mind.

In it, you will find very practical tips on how to be a successful supervisor and manager. And once you master those two categories, you’ll find tips on how to be a successful leader as well.

But let’s not get too far ahead of ourselves. There are some basic ideas and concepts you will need to embrace before we get started.

This Is the Real World

This book is about your success in the real business world and your involvement in it. No matter what industry you have chosen, profit/nonprofit, manufacturing, or service, this world is real.

You are no longer in that safe school environment. In the business world, you are judged on your ability to get things done. Your successes and your failures are your grading system and the stakes are high. Success leads to promotions and higher pay and benefits. Failure sends you to the unemployment line, and you must start all over again with one strike against you.

So if you value driving a good car, living in a nice place, and having the respect of all who work with you, you will want to pay attention to the ideas, tips, and rules presented in this book.

Rules

In general, if you want to be successful in your chosen industry, then you must follow the general rules of that industry. In most cases, those rules are common sense.

If you work around gasoline, then don’t smoke. If you work near deep water, you might want to invest in swimming lessons and a life jacket. If you work with people, you might want to learn how to get along with them.

In this book, I’ll give you rules, tips, and guidelines for being a successful supervisor, manager, and leader in any industry. It’s all designed so that you don’t accidentally blow yourself up, you don’t drown in your efforts to succeed, and you learn how to get along with people.

People

Business is about people. They come in the form of customers, suppliers, coworkers, subordinates, and bosses. And how you interact with all of those people will determine your own success.

Keep in mind that those people, at all levels, are the key to the success of any business. Without people, there is no business, and if there is no business, there is no work for you as a result.

Throughout this book, please remember that people are the key to your success or failure as a supervisor, manager, or leader.

Moving Forward

Take a deep breath, contemplate your future briefly, and read on to get started on the road to the success of your own career.


The future belongs to those who dare.

Anonymous



Joining the Management Team

Once you have proven yourself as a good and dedicated employee, you can expect to be promoted to a supervisory position. There you will not only be responsible for your own performance but also for the performance of other employees.

That promotion will make you a part of the management team. This team consists of you, your boss, your boss’s boss, and so on, up the organizational ladder. And you will all have one major goal: to get the job done correctly and on time, whatever that job is in your organization.

In the following paragraphs, we will look at what each stage means and how you fit into the various categories of management responsibilities. The explanations relate directly to the three parts of this book.


Supervision: Overseeing the work of other people. That means making sure that they do their work and meet the goals and deadlines as expected.

Management: Bringing people and things together to be sure that the job gets done on time. It requires getting people, equipment, and parts to the right place at the right time so it all comes together as a final and complete package.

Leadership: Having the vision to look ahead and know where you and your unit are headed in the future and getting everyone on board to help you all get there. (Hint: to be a successful leader, you must also be a successful supervisor and manager.)



    Let’s review the job skills required of supervisors, managers, and leaders and how they interact. The supervisor oversees the work of people. The manager brings people and things together. And the leader has the vision to put it all together and take the group where it needs to go. These three categories all interact and build on one another, regardless of the job title.

Leaders can’t get anything done without people—and that means motivated people with excellent supervision and management skills. And you can reverse it and say that supervisors and managers can’t get anything done unless they have leaders to show them the way and give them the necessary equipment and resources to get the job done.

So let’s make it clear that you will need to learn all of the skills presented in this book to be a good supervisor, a good manager, and a good leader. Put them all together and you will succeed within your organization. It’s all very simple once you know the rules to follow and the problems to avoid. And this book will help you to do just that.

Best wishes for a long and successful career in your chosen industry, no matter how high up the ladder you choose to go.

—Roger Fulton



PART ONE
SUPERVISION
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RIGHT HERE




CHAPTER 1
YOUR INTRODUCTION TO SUPERVISION

Once you have proven yourself as a reliable, dependable, and very capable worker, your employer will think that you are an excellent role model for others in the organization. Then he will want to promote you from basic worker to overseeing the work of some small group of other workers. In essence, you will become a supervisor of others and their work. That small promotion will come with a pay raise and added responsibilities.

Supervising the work activities of other people can be a rewarding and satisfying experience. It can give you the opportunity to coordinate the activities of several people, or several groups of people, and to ultimately see the fruits of their efforts turn into a fully developed final product—one that no single person could produce alone.

Don’t Panic

Dozens of ideas, proven concepts, and solutions are presented on the following pages. They are presented in a practical, concise, commonsense form so that you can start using them tomorrow to be the best supervisor that you can be. It should be noted, however, that this section does not tell you how to handle every situation. That would be impossible since every situation, every employee, and every supervisor is different.

The key to successful supervision is your ability to handle the unique and unusual situations that will confront you throughout your career. The material contained in this book will give you guidelines for success, but it is you, and you alone, who must use this wisdom and your own common sense when handling each new and challenging situation.

Can You Be a Successful Supervisor?

The answer to that question is that most people can succeed as a supervisor. But just as with success in anything, it will require knowledge, training, experience, and a great deal of effort on your part. Other people can help you, but it is you who must put forth the effort to succeed.

In addition to having the common sense to pick up this book, you already have completed several steps toward your success:


	Your superiors already have faith in your abilities to be a supervisor since they have given you that title.

	You probably already have a great deal of knowledge and experience in your own industry that can give you insight into future problems and solutions.

	You already have a positive attitude toward your work and your company since you have put forth the effort to be successful in your career thus far.



Given these assets, it should not be difficult for you to build on them and to reach true success as a supervisor of others.


Success usually comes to those who are too busy to be looking for it.

Henry David Thoreau




CHAPTER 2
YOU AND YOUR ORGANIZATION


No man is an island, entire of itself; every man is a piece of the continent, a part of the main …

John Donne



Your Role as a Supervisor

As a supervisor, you will be responsible for the activities and performance of others, not just for your own performance. Your job is now less defined with more gray areas.

Your time will be at a premium. Initially you will feel that there are barely enough hours in the day to get everything done. You will tend to take the job home with you more—not just paperwork, but the problems of the day as well.

You must learn to be a buffer between your own supervisors and your employees. Both sides have their own goals, desires, and needs. Your job is to keep them both reasonably happy and satisfied while keeping yourself happy and satisfied as well.

Sound difficult? A little overwhelming? Relax. It’s easier than you think, and it is well worth the effort.


The executive exists to make sensible exceptions to general rules.

Elting E. Morison



Executive Privileges

Even if you are not a true executive, the quality of your life has substantially increased by becoming a supervisor. People will have more respect for you since you have advanced in your job. Your paycheck will go up considerably. You will probably be getting better fringe benefits: more insurance, longer vacations. You will be treated much better by upper-level management. You’ll have better access to the boss and you’ll be able to assist in







Getting Along with the Boss



	Don’t take up too much of her time; just enough to get the information and guidance you need.

	Don’t be afraid of the boss. The boss needs you as much as you need the boss. Remember that her job is to get things done through people—and you are one of those people.

	Keep in mind that all bosses are people and all people have quirks. Therefore, all bosses have quirks. Learn them and heed them. It’ll be to your advantage.

	Never embarrass the boss, intentionally or accidentally.









The Informal Organization










Morale










Esprit de Corps









Internal Conflict









Competition from Peers
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