How to be a Great Supervisor

Great managers understand that their first priority is maintaining productive relationships with their employees. It is only through these relationships that the second priority "getting the work out" can get accomplished.

1. Communicate clearly by giving clear instructions. Do not assume that employees automatically know what you need.

2. Catch the employee doing something good. This helps build up their self-confidence and self-esteem. It also goes a long way in helping to build the relationship between the two of you (see above).

3. Take the time to listen.
How to Be a Better Listener Using Active Listening Techniques 

1. Stop Talking This is usually much harder than you think

2. Relax the Person Ask them to sit down, make them comfortable, exhibit inviting body language

3. Don't interrupt - use silence

4. Empathize by reflecting their feelings. Do not say: "I know how you feel." Do say: "It sounds like this makes you frustrated, angry, overwhelmed, etc."

5. Paraphrase - repeat back to them what you heard them say

6. Ask open ended questions. Prompt them to continue speaking with who, what, where, why questions. Talking is therapeutic.

4. Great Managers are Calm, Non-reactionary and Mature remember you are supposed to be the adult, which removes your luxury of being able to react emotionally to everything!

5. Great Managers are Confident and are able to express it and to infuse their employees with the same hope and confidence about their abilities to get the job done.

6. Great managers can coach, teach, and evaluate A difficult and time-consuming task, but always worth the time put in up front. Not only will employees learn how to do their job better, but it also communicates your interest in them.

7. Great managers are not afraid to delegate. The biggest mistake that new supervisors make is to think that they have to do it all themselves. This usually drives those employees you supervise crazy. Please, give them something to do!

8. Gain an understanding of problems through active listening. See #4 above. There is no way to solve a problem unless you understand it. Make sure to get input from as many people as possible within the department, because there will be as many different views as there are people.

9. Earn respect through honesty by not being afraid to say: "I don't know" or "I made a mistake." Your employees know when you have anyway, so why not be human and admit it? 

10. Great managers are fair. Be careful about preferential treatment. It tends to be a blind spot for many of us.

11. Demand good work from everyone and don't tolerate lazy performance. It is a shame how many good and productive employees we lose on campus every year because they were infuriated over seeing some employees do nothing -- and be allowed to get away with it! There is no one to blame in that situation other than the supervisor.

12. Support and back up employees to upper management. There is nothing worse than a supervisor who takes credit for the work performed by his/her employees. It is a guaranteed way to lose whatever trust you had. Look for opportunities to shine the light on them. Without always having the ability to reward financially, this is sometimes your only means of recognition.

13. Great managers are sought out by employees and easy to talk to. Again, because of #1. They know that you are concerned about them.

