

[image: image]




[image: image]




Copyright © 2006 by Caitlin Friedman and Kimberly Yorio

    All rights reserved
Published in the United States by Crown Business, an imprint of the Crown Publishing Group, a division of Penguin Random House LLC, New York.
www.crownpublishing.com

CROWN BUSINESS is a trademark and CROWN and the Rising Sun colophon are registered trademarks of Penguin Random House LLC.

Originally published in hardcover in the United States by Crown Business, an imprint of the Crown Publishing Group, a division of Penguin Random House LLC, New York, in 2006. Subsequently published in paperback in the United States by Broadway Books, an imprint of the Doubleday Broadway Publishing Group, a division of Penguin Random House LLC, New York, in 2007.

Library of Congress Cataloging-in-Publication Data

Friedman, Caitlin.

  The girl’s guide to being a boss (without being a bitch) : valuable lessons, smart suggestions, and true stories for succeeding as the chick-in-charge / by Caitlin Friedman and Kimberly Yorio.

  p. cm.

  1. Supervision of employees—Handbooks, manuals, etc. 2. Women supervisors. 3. Women executives. I. Yorio, Kimberly. II. Title.

HF5549.12.F76 2006

658.3′02082—dc22

2005044759

ISBN 978-0-7679-2285-2
eBook ISBN 978-0-7679-2494-8

v3.0_r1




contents

cover

title page

copyright

dedication

acknowledgments

introduction



oneyou’re a big girl now

FROM JUST ANOTHER EMPLOYEE TO CHICK-IN-CHARGE

twothe big picture

WHAT IT TAKES TO BECOME A GREAT LEADER

threeteam building

YOU’RE ONLY AS GOOD AS YOUR STAFF

fourdon’t try this at work

TEN WAYS TO ALIENATE YOUR STAFF

fivecommunicate. motivate. celebrate.

sixdelegation is not a dirty word

EMPLOYING YOUR EMPLOYEES

sevenplaying goddess

EVALUATIONS, PROMOTIONS, AND GIVING THE AX

eightculture is queen

CORPORATE CULTURE 101

nineoffice politics are a big fat drag

NAVIGATING CLOSED DOORS, HUSHED WHISPERS, AND WATERCOOLER RUMORS

tenbeing the boss without being bossy

BUSINESS LESSONS YOU LEARNED IN CHILDHOOD



a final note

resources




To my partner in love, and life, Andrew, and my two new joys, Declan and Taylor



To the boys who love me even on the rare occasions when I am being a bitch, Sean and Thomas




acknowledgments

First and foremost we want to thank the two people who were behind getting this project on the shelves, publisher Amy Hertz, who is as committed as we are to helping women be women in the workplace, and our agent, David Black, who from the morning we met with him about our books has been our champion and cheerleader. Thanks to the girls at Morgan Road Books: Anne Watters for coming up with refreshingly fun and creative marketing ideas; Jean Traina for the amazing jacket and Lauren Panepinto for those girly sticky notes (we love them). Thanks to the boys at Morgan Road Books: Marc Haeringer, one fantastic editor who really got the girl voice; Nathanael Brown, an assistant we would try to steal if we didn’t like Amy so much; and one of our favorite people in publicity and in all of publishing . . . David Drake. Our foreign rights hot shot, Leigh Ann Elisco from the David Black Agency, has been a gift from the gods. We want to give a shout out to all the girls who were willing to share their stories—good, bad, and ugly—and a special thank-you to Anat Baron, Christine Deussen, and Melissa Clark, who tapped into their wide network of women to help us with this book. Thank you moms, grandmothers, sisters, aunts, friends, soon-to-be friends, and every girl out there committed to making the professional world a better place, especially Kara and Sharyn Yorio, Chrisi Colabella, and Laurice Duffy.

Caitlin wants to thank Kim for making every new business meeting, book signing, road trip, speaking engagement, and media appearance just that much more fun. And Kim wants to thank Caitlin because without her ideas and confidence the Girl’s Guides wouldn’t exist.




introduction

While writing our first book, The Girl’s Guide to Starting Your Own Business, we had to edit the chapter “Being a Boss Sucks” down from an unreasonable two hundred pages. Why so long? Because we have both struggled with the leadership role since hiring our first assistant, and had a lot to say about its challenges, as did most of the women we interviewed. The upshot . . . managing is hard. Over the past year our little public relations agency has tripled in size, raising a bunch of questions we hadn’t faced before: Who do you promote? Who do you fire? How do you effectively train an employee? How long do you invest in employees before you can expect them to pay off? How do you demonstrate gratitude for a job well done without going broke? But the biggest question that we have struggled with and continue to on almost a daily basis is: how to own and enjoy the role of boss lady.

After a lot of thought—and even more research—we’ve come to learn that too many women in the workforce (including us!) haven’t had the chance to learn from positive female role models. Without positive experiences to draw from, we’ve ended up repeating bad behavior. We are hoping that this book will provide the insight and positive reinforcement so many of us have searched for in our own professional lives.

With some introspection, research, and interviews with lots of ladies who lead, we have come to the conclusion that women actually have it in them to be better managers than their male counterparts. If we could just get over our fears, the traits we are born with as women—nurturing, patience, strength, wisdom, and resourcefulness—are the very characteristics that will make us stars in the boardroom and the mentor many employees need.

By owning the role of queen bee in a positive way, we are empowering you to become that one-in-a-million manager. You can be powerful without being possessive. You can be opinionated without being brassy. You can have a strong voice without micromanaging. You can be mentors who lead, inspire, and motivate.

There is no fast track to owning this role, or even getting better at it, but we think after reading The Girl’s Guide to Being a Boss (Without Being a Bitch) you will be well on your way.
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you’re a big girl now

FROM JUST ANOTHER EMPLOYEE TO 

CHICK-IN-CHARGE 

Okay. So you’re the boss now. The supervisor. The manager. The captain. The taskmaster. Those days of taking orders, running errands, and clock-watching are over forever. At last, you get to call the shots.

As exciting as all this might seem, once the rush of the promotion is over, you might be scratching your head wondering exactly what your new responsibilities entail. Many feel a little lost once we arrive at the grown-up table, not having had many positive managerial role models. Fear not. You know you can do the job; all you need is a little helpful advice to send you on your way.

Whether you supervise two as a shift manager or lord over an entire corporate empire, we will help you take the leap from mediocre to marvelous. And for those of you who are already running the show, we can help you lose that nickname “Bitch on Wheels” and become the leader your employees deserve.

We’ll show you what it means to be queen: how to wield your ever-evolving bag of management tricks; discover what is expected of you; decide what you can reasonably expect of your team; and how to jump in and love every minute of your Head Honchoness.

good days and bad days: the good, bad, and ugly 

aspects of being a manager

Leading can be a daunting task. In some ways it can be positively thrilling. In others, it can be a big old pain in the ass. Just as the freedom, responsibility, and respect start to lift you to cloud nine, the paranoia, fear, and anxiety can bring you crashing back down to earth. Like all things, being the recognized leader can have its highs and lows. Here’s a look at the lawns on both sides of the fence.

the good

MONEY, MONEY, MONEY, MONEY, MONEY!

We might be dreaming, but if you’ve gotten a promotion, we’d like to assume a nice, whopping raise came along with it. Hopefully you will never again have to struggle to make ends meet and face your credit card bills at the end of the month in tears. Even if the new job doesn’t mean a giant windfall, being the boss should put you in a better financial position than you were in before. And if you’re not, make sure you check out the sections in chapter 5 on fair pay and lobby for what you deserve.

PRINCESS OF POWER

Power is good. Making decisions that lead to positive outcomes is good. Making the calls, changing the rules, and forging decisions that may alter the course of the entire company can be great. Having the ultimate responsibility is positively thrilling. The bitch boss who throws her weight around, barks orders, and is generally focused on herself while making her employees miserable doesn’t have to be you. Once you settle into your new role, you’ll find that being the leader means you can be the manager who uplifts employees and gets real enjoyment from watching your colleagues grow and prosper. Building a team, working together, and teaching others will be hugely gratifying. At the end of the day, it can make you feel like a million bucks.

THE MORE YOU KNOW

While mentoring your dewy protégées, you yourself will be acquiring new information and facing fresh and exciting challenges every day. Learned knowledge changes us and makes us better mothers, friends, and businesswomen. Growing professionally can be empowering and give you a broader perspective on both the world and your place within it. The more you know the better off you are, both intellectually and résuméwise. Don’t forget the journey to becoming a great leader is a lifelong one.

YOUR MOM WILL BE PROUD

Ultimately, if you succeed, the prestige and glow of success will make all the mistakes and missteps worthwhile. There is no greater feeling in the world than a job well done.

the bad

TRAINING ANYONE?

The sad reality is there’s never enough training offered to employees. Even among the companies that have well-established training programs, there will be plenty of times when you just don’t know what to do. You would think that when a new person is hired they would be handed all the necessary tools to do a job effectively. Maybe the person before you fled the job or was fired, and the people who remain don’t really know what she did. Perhaps everyone is too busy to sit down and go through your job in detail. Whatever the reason, your training will probably consist of “Here’s your office. Good luck.” It’s up to you to figure out how to achieve your goals using the best resource you have—your staff.

IT’S LONELY AT THE TOP

For all of the positive things your new role as a manager can bring, the scariest one is the isolation you will feel as the woman at the top of the corporate ladder. You have the responsibility to make your team a success, and if it fails, you take the blame. Gone are the days when you can be everyone’s gal pal. No more shuffling off to the lunchroom to spend an hour shooting the breeze about the latest episode of Desperate Housewives. When asked the biggest mistake that new managers make, 90 percent of the women whom we interviewed replied that they tried to be liked. You are not there to be anyone’s friend. You are in the leadership role to provide the tools and environment that your team needs to accomplish their goals. If the team is not accomplishing the goals, with all the appropriate support, then you, new manager, will have to reprimand and maybe terminate team members who aren’t measuring up. This power that you gain when promoted will separate you from your team.

KEEP THE PERSONAL, PERSONAL AND NEVER LET 

THEM SEE YOU SWEAT

This is a tough one. No matter how bad it gets, no matter what kind of a day you’re having, you absolutely, positively cannot freak out. It doesn’t matter if your car died in the middle of the interstate on the way to work, or that you just found out your husband has been having an affair. Your personal problems should not come into the workplace. At Ann’s first job as an assistant, her boss was trying to adopt a baby. She had a special cell phone just for potential birth mothers to call. When her boss was in a meeting, Ann was required to man the baby phone. If a potential birth mother called, Ann would have to chase down her boss. If her boss couldn’t be disturbed, she would have to interview the potential birth mother and try to schedule a time for a callback. Ann was honored at the amount of trust put in her by her boss, but scared to death that if she messed up the baby phone, not only was she jeopardizing her job, she could potentially cause her boss to lose the baby she was so desperately trying to get. While adopting a baby was obviously the priority for her boss, it was unfair to make it Ann’s responsibility.

THE BUCK STOPS WITH YOU

The team’s problems are now your problems—individually and collectively. As a matter of fact, everyone’s problems become your problems. If a member of your group has a sick child and can’t be there for the ten o’clock meeting with the biggest client, then you have to figure out a way to cover for her without the client ever knowing. If your top account executive loses the biggest account, and your department won’t make its numbers, then you will have to find a replacement account or shrink the team to cover the shortfall. And at the very least, you will have to take the heat from your management. If someone on your team opens an e-mail from her boyfriend that infects your entire office with a virus, erasing all your records from the last five years, then you and the IT department have a very big problem. No more hiding until the storm blows over. It will be your responsibility to mobilize the team, board up the windows, and evacuate.

DISCIPLINE, WRITE-UPS, AND THE PINK SLIP

Delivering bad news is never easy; deciding to severely impact someone’s livelihood by terminating them because they can’t cut the mustard, just plain sucks. We’ve devoted almost an entire upcoming chapter to the f-word, firing.

the ugly

NOWHERE TO GO BUT DOWN

With each step you climb up the corporate ladder, the farther down you will go if you fall off. You will exist in constant fear of living up to expectations (although the rest of the group shouldn’t know it), getting the job done effectively, and accomplishing the team’s goals. The higher you go, the more you’re under scrutiny from the ones beneath you who think they can do your job better and the ones above you who think they are paying you too much. If you don’t create positive relationships from the get-go, those go-getters will take every opportunity to prove that they are more suited to your job. We’re not suggesting you become paranoid, but suggest that you remain aware of the changing dynamics of your senior position. In an upcoming chapter, we will explore why management experts recommend forging relationships with those above, below and equal to you in the organization.
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KILL BILL (2003)—Lucy Liu as O-Ren Ishii, the Evil Crime Boss of Tokyo’s Underworld. When one of her peers questions her leadership, she cuts his head off without missing a beat.

Lesson: You need to have an open door policy for all your employees so they can speak their minds. Firing or reprimanding someone just for disagreeing with you is unacceptable.

DISCLOSURE (1994)—Demi Moore as Meredith Johnson. She comes on to her employee, then acts like he sexually harassed her. Evil ensues through lies and cover-ups.

Lesson: Never, ever, ever, ever hit on or flirt with an employee, and never use sex to leverage your power. Granted, Demi’s problems in this movie go deeper than that, but your own sexuality should never come into play in the workplace.

WORKING GIRL (1988)—Sigourney Weaver as Katharine Parker. Steals her employee’s idea, then gets it in the end when her employee steals her life.

Lesson: Never take credit for a coworker’s or subordinate’s hard work. You’ll look like a bitch and lose the trust of your employees. Not to mention you might find yourself as the target of a good case of revenge.

TRUTH OR DARE (1991)—Madonna as herself. In this documentary of the material girl, she is revealed as the worst kind of boss. She exerts a sort of maternal control over her dancers, going from being their best friend to being a total bitch.

Lesson: Bipolar Betty has no place in the office. You have to remain consistent, loyal, and unbiased with all your employees no matter how badly they screw up.

RAISING HELEN (2004)—Helen Mirren as Dominique. As the boss of a modeling agency, when her employee inherits her sister’s kids, she proves the workplace is less than family-friendly by stealing her clients and belittling her in front of the staff for being late to a meeting.

Lesson: Yes, you have to think of the company’s well-being first, but in the end it is the staff that is the company. As long as the work is getting done, you can create a positive and flexible work environment for your team.

101 DALMATIANS (1996)—Glenn Close as Disney über-villainess Cruella De Vil. Not only is she a puppy killer, in this live-action version of the classic cartoon she terrorizes her employees at her fashion design firm by screaming, throwing things, and generally humiliating all of those who work for her.

Lesson: Never lead with fear. It is possible to have a firm hand and still enjoy the respect of your colleagues. Using terror tactics is never the way to make your office function efficiently. Firm but fair is the way to go.

CATWOMAN (2004)—Sharon Stone as Laurel Hedare. When her employee figures out that the “miracle” anti-aging face cream her cosmetics company makes has terrible side effects, Laurel actually resorts to murder to prevent her from revealing the truth.

Lesson: A. Never lie to your employees. B. If you do, be ready to face the repercussions when the truth is revealed.



the job: key functions and roles

Though the responsibilities of any management job can vary wildly depending on what business you’re in, there are a few elemental duties you’ll be asked to perform that translate across the board. We’ll touch on these here first, but go into each in greater detail in the upcoming chapters.

YOU WILL HIRE, FIRE, EVALUATE, AND PROMOTE

Putting together your team and keeping it in line will be your most important role as a manager. You will need to decide if additional employees are needed and can be afforded. You must provide constant access to and evaluate the ones you have. If the creative department is swamped, staying late every night, and bickering because they are burned out, it is up to you to decide how to help ease the workload.

In our research, the single biggest criticism we heard about women managers is that they are too emotional. They should just be more professional. After all, business is just business. But is it? Business is actually done through the coming together of a number of individuals with very different styles and personalities. And as a manager, you will have to find a way to make them the most productive they can be.

Hiring, firing, evaluating, and promoting are the most emotional decisions you can make. Take hiring, for example. A responsible hiring manager will solicit a number of résumés, weed them down to the top candidates, interview the candidates a few times, check references, and then make a decision. When faced with a few candidates with similar strengths, how do you choose? You try and figure out who will be the best personality fit for the group and hope for the best.

When it doesn’t work out, then you have to fire. And don’t tell us that firing employees isn’t an emotional exercise. You are taking away a person’s livelihood and perhaps that of their family too. Emotions come into play. The trick for women is to be able to manage their emotions as well as they manage staff. Consistency is the best you can hope for and is probably good enough to keep the emotional criticism out of the office.

YOU WILL HAVE A PLAN AND DELEGATE WORK TO 
YOUR EMPLOYEES

For those times your staff isn’t in flux, creating a business plan and delegating its various aspects will be your main managerial task. This includes earmarking what needs to be accomplished on a daily, weekly, monthly, yearly, and long-term basis, making a schedule and determining who on your team is best to handle each assignment. You will be asking questions such as: Is this a one-woman job? Would putting your workers into teams be more productive?

Delegating doesn’t just mean telling your team what to do. You have to make sure they understand the project and how best to achieve its goal. Communication is the only way to make sure everyone stays on schedule. Checking in on a regular basis through progress reports and being involved will ensure the job gets done right.

Every manager has to delegate, but according to www.advancingwomen.com, many women are reluctant to delegate. They cite a number of reasons, including:



• Most of us succeed because we are good at mastering certain types of details.

• It’s human nature to like to do what we’re good at doing.

• Successful women are often perfectionists.

• If we do it ourselves, we know it will be perfect, or, at least, as perfect as we can make it.

YOU WILL PROVIDE GUIDANCE, DIRECTION, MOTIVATION, AND INSPIRATION TO YOUR EMPLOYEES

When a longtime employee comes to you with questions on how a new system works, you will be the woman who listens intently to the problem and ultimately provides the answers. Say one of your salespeople feels like the company’s current marketing techniques aren’t quite bringing the customers in. She arrives at your office door with a load of new ideas. At this point, your direction is imperative, and together you can sort it out and make the right decision.

Or let’s imagine profits are down, the competition is taking you to the cleaners, and morale in the office is at an all-time low. This is your opportunity to lead, to motivate, to inspire, and make your staff believe in the product/company/mission with a passion they’ve never felt before. Call in a research firm to help distinguish what edge your competitor has and then lead a brainstorming session to develop ways to combat it. Organize a group retreat where everyone can come together and hash out their issues and problems, then work together to find a solution. Providing guidance and inspiration to your staff will be the most challenging part of your job, but ultimately the most fulfilling.

YOU WILL SUPERVISE AND MAINTAIN THE FISCAL HEALTH OF THE COMPANY AND/OR DEPARTMENT

Whether you are given a budget to follow or have to create guidelines from scratch, it will be your responsibility to stay within the parameters of the planned spending. If your department has a quarterly budget of $200,000, your job is to allocate resources so that you come in under or on that planned spending limit. Be prepared to explain why if you don’t.

Managing budgets can include finding ways to cut back on staff if your payroll is ballooning, or shifting monies from one project to another if one needs additional funding. It will also mean finding new ways to boost your profit margin so that your bottom line is expanded. If you never had to handle money before, you will be working it like a casino dealer before you know it.

YOU WILL BE EXPECTED TO ANSWER FOR YOUR STAFF, DEPARTMENT, OR BRANCH

No matter what level of leader you are, you will still have to answer to someone. As an entrepreneur, ultimately your customers will have the last say if the quality of your product starts to falter. In most managerial jobs there is someone above you calling the shots, whether you are a district manager, branch supervisor, or the head of your department. You will be expected to answer up the chain of management. You have to be confident when dealing with senior management and defend your department or to take the responsibility for missteps. Just as you need to communicate with your employees, you must keep an open line between you and your boss.

YOU WILL ACT AS A BUFFER BETWEEN YOUR EMPLOYEES AND ANY MANAGEMENT ABOVE YOU

Your top store manager screwed up the product returns, leaving your region $50,000 in the hole. When the boss finds out and comes down on you tenfold, you have to take the brunt of the hit, yet pass it down in a way that is productive and supportive to your employees. No matter how badly the chairman of the board might behave toward you, you can’t pass that negative reinforcement down. You are responsible for the actions of your staff. Hopefully, in delegation and direction, you’ve made the right decisions, so whatever goes wrong, you are largely to blame. Any antagonistic energy you get from above has to be recycled into positive change.
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MINIMUM TASKS, MAXIMUM HUMILIATION

When Jenny was looking for a career change, she was thrilled to read that a local public relations company was in need of a publicity assistant. Even better, the owner of the agency was reputed to be one of the best in the business, a real dynamo and a great person to learn from. The interview was a breeze and Jenny was promised lots of opportunities, including working with the media. The trade-off, her future boss would tell her, was that “you will have to run the office, which shouldn’t take more than a few hours a week.” By the end of her first week, it was clear that what she would actually be doing is running the office while squeezing in a few media calls on her lunch breaks.

Jenny could handle the bait and switch. What she couldn’t handle was the treatment she received from the owner of the business. On top of the choice assignments—cleaning the storeroom, ordering pens and other office supplies, returning her boss’s rented videos to a local mall, packing and shipping hundreds of items every week. Three or four times a day the owner of the business would hop on the office-wide intercom to demand that Jenny run up to her office to clean out her outbox. Every time Jenny heard the three beeps indicating a page, her stomach would drop because she knew that it meant passing her colleagues—busy talking on their phones—on her way to pick up a pile of personal notes and to-do lists waiting for her in the outbox.

Jenny’s downfall? She was too good at her job. A model of efficiency, she got the office running like clockwork. She updated the files and negotiated phone rates and everyone was happy. Except Jenny. As the weeks went by, her colleagues, picking up on the demeaning manner in which she was treated by the owner, began taking advantage of her too. Her contribution to Monday morning meetings was soon taking supply orders from the rest of the staff. The media call assignments became increasingly infrequent as her day became filled with padded envelopes and paper clips. When she confronted the owner of the business, she replied, “Give it time, now here’s my outbox.”

Jenny lasted eight months at the job, wanting to have something to add to her résumé, but hating every day of it. More than that, she hated her boss.

Big Bitch. Your most important job as a manager is to inspire and keep good employees. Jenny was a superstar. She handled her assignments with efficiency and good cheer. The staff liked and respected her until they watched her manager belittle her accomplishments and devalue her contribution by interrupting her to sort her mail. Jenny could have been a key member of the team for years to come; instead, she quit as soon as she could find another boss.



A DEFINITION OF MANAGEMENT

From The American Heritage Dictionary, fourth edition:



Management: 1. The act, manner, or practice of managing; handling, supervision, or control. 2. The person or persons who control or direct a business or other enterprise.

Manager: 1. One who handles, controls, or directs.



Even the dictionary tells you. Managing is about control. But controlling people is never as easy as it should be. Women be wary.

movin’ on up: new expectations

Now that you’re in a management role, you will no longer have someone looking over your shoulder and telling you what to do every minute of the day. No one is responsible for you now except you. Owning up to your job responsibilities will be the key to your ultimate success.

Here are fifteen things you should always do now that you are responsible for yourself and your team.

1. Create a to-do list

Since no one will be delegating to you, it is up to you to keep an eye on what needs to be done. Creating a to-do list is one of the best ways to prioritize and keep track. With a list to reference, small things will never fall through the cracks and you’ll always have the next step at your fingertips.

2. Set goals

What do you want to accomplish in your new position? More than anyone, you know what you are capable of, and it is up to you to set goals not just for yourself but for the company as a whole. Set goals and stick with them. Daily, monthly, even long-term planning can mean the difference between what does and doesn’t get done.

3. Stick to deadlines

A deadline is a deadline. A promise to a client to have a commercial developed, cast, and filmed by a certain date should be set in stone. A date ultimatum from the head office for the grand opening of the new store should be treated as gospel. A pledge to your staff to complete evaluations before the Christmas holidays should be met even if it means working late over Thanksgiving to get it done. If you can’t hold strong to a set deadline, how can you expect your employees to do the same?

4. Keep your word

A new employee is promised a raise in six months during contract negotiations. A customer is offered a full refund if the face cream she ordered doesn’t make her look ten years younger. A peer asks if you’ll take her report home over the weekend and get it back to her before she has to show it to your boss on Monday. When you say you are going to do something, make sure you do it. Nothing is worth more in business than trust.

5. Get it in writing

Now that you are responsible for others, make sure that everyone is clear about their objectives. The easiest way to get everyone on the same page is to put it all down on paper.

6. Be proactive about everything you do

Don’t wait for directions and a map. Get to work. If your team is assigned a project that is new, sit down together and figure out how to get it done. If a new advertising plan for your company seems to be backfiring, figure out how to fix it. Don’t sit idly by.

7. Treat your aspect of the business like an entrepreneur

Understanding what everyone in your department does will ensure that you always know what is going on. Let’s say shoplifting in your stores is on the rise; work with the security team to come up with ways to prevent it. Don’t think about your business unit or responsibilities individually, but of how you can contribute to the bigger picture.

8. Contribute to the team

Not only must you pull your own weight, but you must prove to the staff that you’re not afraid to get your hands dirty. Acting as part of the troupe will not only help you run your business more effectively, but it will also win you the respect of those above you, below you, and across from you.

9. Think big picture

Up until this point in your career, you’ve been asked to take on one task and work closely on the details. As you move up the corporate ladder, you’ll become more focused on the big picture while the team supporting you should be obsessing over the details.

10. Be your own cheerleader

Being the boss can be a thankless job. No one is going to hold your hand and tell you what a great job you’re doing anymore. You have to depend on yourself for all those high fives. When you’ve worked hard and accomplished a goal, take yourself out to lunch, get a massage, or arrange for a day out of the office.

11. Sell your accomplishments to those above you

No one is going to be there to witness it when you do something amazing. Don’t be afraid to toot your own horn to your higher-ups. If you are uncomfortable selling yourself, use the opportunity to pump up the team. Not only will this make your team look hot, it will endear you to your boss as a great leader. Hey, if you don’t work it for yourself, who will?

12. Stick up for yourself

Hopefully, in the past, you had someone looking out for you when things got rough or someone tried to pass an undeserved buck
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