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 You May Not Be Interested In Office
Politics, But Office Politics Is Interested In You

Office politics can be one
of the most intimidating, yet important, aspects of any career.
Because people's livelihoods are on the
line, intra-office competition can often be fierce.
Navigating office
politics requires you to actively choose how to react to various
work-related situations, particularly when interacting with co-workers and handling relationships with
them.

This audio program will
help you understand whether you rise or fall amid the intra-office
power plays affects not just your standing at work and the
long-term viability of your employment, but also potential business
relationships and connections, and your reputation—all of which
could make or break your prospects for the
future.

Office Politics
Basics

It is important to
recognize your organization's formal and informal hierarchies.
While every entity has an official organizational chart, there is
also the unofficial structure. Often company titles are not
indicative of who makes decisions, holds power, and has sway over
other employees.

To begin with, be
respectful to administrative assistants and secretaries. Not only
is it the right thing to do, but that person often holds the key to
grant access to a higher-up and may even have influence over some
of his or her decisions.

Respect your co-workers, be
congenial, and congratulate them on their achievements when
appropriate. Like you, most people whom you work with want to do a
good job. A pleasant environment makes it easier for everyone to
achieve their goals, as well as the organization's goals. When
employees work together efficiently, it does more for an employer's
bottom line than when individuals look out only for their own
interests.

At the same time, learn how
to deal with all co-workers, even rival or difficult ones.
Unfortunately, not everyone in your office is going to be amiable
or cooperative. Knowing how to deal with a variety of personalities
will make your work life easier and help you achieve
success.

Never spread gossip, but
pay attention to everything you hear. While some will be false,
quite a bit may be accurate, or at least have a grain of truth to
it. Don't act on anything until you know it is true, though have a
strategy in the works. Similarly, avoid becoming the subject of
office gossip. It can damage your reputation and your career if
your boss makes decisions based on what he or she might have heard.
Keep personal information to yourself, or at least don't share it
with anyone who is untrustworthy.

Let the good side of your
personality shine. Make your presence mean something to the people
at your workplace. Be pleasant and approachable.
Instead of complaining about problems, find ways
to fix them. And when you do have valid complaints, bring
them—along with your suggestions for how to make improvements—to
those who have the power to make a change. It will allow your boss
to see you as a proactive, positive employee instead of one who
complains just for the sake of complaining.

Handling Office Drama

In office politics, it is
possible to find yourself stuck in between two power figures who
are at odds with each other at the expense of you getting the job
done. In cases like this, focus on the business objectives and
don’t take side with either person—even if you like one more than
the other. By not taking sides, you’ll help to direct conflict
resolution in a positive manner, if you are in a position to do so.
You’ll also build trust with both parties. That will help to keep
future interactions constructive.

When you get into some drama or
have an issue with a co-worker, it doesn't really matter who is
right or wrong, or whose side sounds more convincing. What matters
most is whose side your boss prefers to take, or who he or she
chooses to protect. So instead of wasting time and energy arguing
with a co-worker or expending energy being upset, you should focus
on dispelling any distrust your boss may have for your
involvement.

Your boss' trust in you is
more important than anything in your workplace. Let him or her know
your aspirations for the company and for yourself. Slowly make your
way up the ladder of trust with good work performance and behavior,
so that you'll be one of your boss' most valued workers and a top
pick when a new opportunity or promotion opens up.

A Plan For
Success

Document everything you
do—accomplishments, committee assignments, improvements or
innovations that you led or helped with, training sessions you
attended, even civic contributions you’ve made. Similarly, note any
benefits, offers or promises made to you by your boss or
higher-ups.

Apprise your boss and
higher-ups of your accomplishments. Often people are afraid to toot
their own horns because it feels like bragging. However, if you
don't let those who are in charge know about what you've been
doing, who will? When it comes time for your boss or higher-ups to
make decisions about who to promote, who offer a plum project to,
who deserves a higher salary or additional benefits, they should
know who you are and how you have positively contributed to the
company.

Start a “good news” campaign. Whenever
you begin a new project or task, look for anything valuable,
profitable, or interesting in what you are doing. Then spread the
word through e-mails and conversations to seed the
grapevine.

Ask your boss for a development plan
that outlines the things you need to do to become a more valuable
employee. You will learn what your company values and wants from
you. Another variation on this idea is to make a list of the
responsibilities in your job. Ask your boss to rank and prioritize
the list.

Offer help to new employees—they’ll
never forget the co-workers who warmed up to them when they first
started.

Your most valuable investment of time
will be
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