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® Also known as: administrator, director, executive, supervisor
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®* Also known as upervisor
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(f ® Are they the same? Yes¢ No2¢ Maybe?
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members

>blem that might

®* Identifying and resolvir 1cluding tardiness or absenteeism

® Providing reports and activity updates to management
Reh, F. John 2019, The Balance Careers



https://www.thebalancecareers.com/top-challenges-a-manager-will-face-2275955




al asset in

>f managing people.

* Time cern what's most important
and to allot your ¢ ccordingly.

®* Problem-solving abilities: You should possess an ability to gauge different solutions to
O inevitable problems and select the one most likely to bring about the results you need.
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am's doing, as
upervisors are often
dro iates their work ethic,

company attituc .

* Training: Organizations often require that individuals promoted to supervisory roles

O attend first-line or front-line management training where they learn important

%

communication and management skills
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from be | responsible for guiding

and supervising on can be uncomfortable for everyone

involved.




If the manager
is pulling the
strings, he
can’t blame the

puppet for a
bad

performance.
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https://www.thebalancecareers.com/the-manager-s-guide-to-understanding-strategy-part-1-2276148
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anagement.

® Conducting ’rlmely per ormo

(f ® Planning and goal-setting for future periods.



https://www.thebalancecareers.com/coaching-questions-for-managers-2275913
https://www.thebalancecareers.com/how-to-make-better-decisions-at-work-3961619
https://www.thebalancecareers.com/objective-s-2275176




TYPES OF MANAGERS

®* Managers are most often responsible for a particular function or
department within the organization

®* A manager either leads a team directly or leads a group of supervisors \
lead the teams.



There are 2 types
of good manager...

1. Those who take a keen interest in your

personal development; meet with you regularly;
keep their door open; walk the floor routinely

and delegate appropriately.

2. Those who leave you alone. j
/i/) S /?
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®* The phrase “span of control” relates to the number of individuals who report

directly to any particular manager

®* A manager optimally has no more than six to eight direct reports, althc
many have ten or even twenty individuals they are responsible fc
basis. A smaller span of control enables increased support fc
| ing, and development. The larger span reduces '

r



®* A manager may have the power to hire or fire employees or to promote
them. In larger companies, a manager may only recommend such action to
the next level of management. The manager has the authority to change
work assignments of team members.



* Leadership—You’'ve got to be able to set priorities and motivate your team
members. This involves self-awareness, self-management, social awareness |
and relationship management. Be a source of energy, empathy, and trus

And remember that effective leaders work daily to develop team mr
through positive feedback, constructive feedback, and coachin



®* Communication—Become a student of effective communication in all its
applications, including one-on-one, small group, large group, email and
social media. Realize that the most important aspect of communicating i

listening.



® Collaboration—Serve as a role model for working together. Support cross-
functional efforts and model collaborative behaviors to set the example for

your team members.



® Critical Thinking—Strive to understand where and how your projects fit into
the bigger picture to enhance your effectiveness. Review priorities in light c |

larger goals. Translate this goals and objectives for your team members.



®* Finance—Learn the language of numbers. Managers must strive to
understand how company funds are invested and to ensure that these
investments earn a good return for the firm. While you do not need to b
accountant to be a manager, it is imperative that you learn and apg
basics.



®* Project Management—Everything that we do that is new in an organization
is created in the form of projects. Today’s managers understand and leverag
formal project management practices to ensure timely completion and
proper control of initiatives.






® Masters in Public Administration
O ®* Graduate Degree specific to Public Work and Administration.



®* The work of management is divided into the activities around planning,
leading, organizing and controlling, and the work of a manager encompasses
all of these areas. Anyone aspiring to move into management as a careel
should develop and display strong technical and functional skills—k
an expert in your discipline, and have a strong liking of intera
yorting and guiding others.



®* The best managers understand their role is about their team and their

team’s performance and not about themselves. They work hard to develop
the skills identified above and they take great satisfaction in the successe
their team members. Do this effectively at a lower level and others
recognize your value and abilities and strive to increase your resj
‘ ime. Management as a career is simultaneousl






BEING A

MANAGER

/ IS EASY, IT’S LIKE

RIDING A BIKE

EXCEPT THE BIKE IS ON FIRE
YOU’RE ON FIRE

EVERYTHING IS ON FIRE
AND YOU’RE IN HELL
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Robert Frost
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A MANAGER MUST APPRECIATE AND UNDERSTAND
THE IMPORTANCE OF EVERY RESOURCE HE HAS.
THERE IS A SPECIFIC PURPOSE FOR EVERY RESOURCE.
IT IS THE DUTY OF THE MANAGER TO UTILIZE THE
RESOURCES TO THE FULLEST IN THE MOST
APPROPRIATE MANNER.




A GOOD LEADER IS A PERSON WHO TAKES A
LITTLE MORE THAN HIS SHARE OF THE BLAME

AND A LITTLE LESS THAN HIS SHARE OF THE
CREDIT.




A GOOD MANAGER IS A MAN WHO ISN'T
WORRIED ABOUT HIS OWN CAREER BUT

RATHER THE CAREERS OF THOSE WHO WORK
FOR HIM.




TO BE A MANAGER, ONE MUST BE ABLE TO MANAGE
HER OWN RELATIONSHIP WITH THE PEOPLE AROUND
HER, AS WELL AS THE RELATIONSHIPS AMONG HIS

SUBORDINATES. JUST BEING PERFECT IN PAPERWORK

AND OPERATIONS DOES NOT MAKE ONE A GOOD
MANAGER.




A WISE MANAGER KNOWS THAT IT IS
SOMETIMES MORE IMPORTANT TO LISTEN
THAN TO TALK.




s a Supervisor
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® The Balance Careers (= 2| Role and Responsibilities of a

Manager, Reaq, F. John. https://www.thebalancecareers.com/what-is-a-
manager-2276096



https://www.merriam-webster.com/dictionary/supervisor
https://www.merriam-webster.com/dictionary/manager
https://www.thebalancecareers.com/supervisor-2276098
https://www.thebalancecareers.com/what-is-a-manager-2276096

