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Category: Answer User Questions about
BusinessManagement

Subcategory: Answer User Questions about BusinessManagement

Tip: How to Select a Contractor

Selecting a contractor for your remodeling or addition project is the most important step
you can take! To select the best contractor, first of all, visit one of the many sites that
provide prescreened contractors in your area. Two of the best are Reliable Remodeler
and Service Magic. Service Magic actually features a rating system, so that you can see
how the contractor has performed on similar projects. Secondly, schedule an estimate,
which should be free, with three or four different contractors. Pay attention to how much
detail they uncover while doing the walkthrough, and how carefully they assess your
property and plans. Ask for references, and check them thoroughly. Check each bid not
only for price, but also for the amount of detail included. If a bid is not very detailed,
chances are that the contractor has left something out that will show up as a change
order later. Also check to see if the bid has the payment schedule written out, and all
the legal disclaimers that are supposed to be on your contract or bid form (you can find
this out by checking the website of your local licensing board). Check the contractor's
license to make sure it is valid. Last but not least, make sure that you have good
"chemistry" - you will be working with this person for quite some time so it is important
that you have a friendly rapport.

Category: Company Core Values

Subcategory: Communicating Core Values

Tip: Core Values in the Workplace

Write the list. Once defined, communicate core values. Be creative and consistent in
promoting them, both inside and outside the company. Live your Core Values.
Reinforce your Core Values. Make them a reference point for your business practices,
and hold them up as guidelines for individual behavior within your company.

Tip: Questions to Ask About Core Business Values

Select three to five people who have a clear understanding, strong credibility with peers,
and competence in your business. Questions to ask: What values are so important to
you that you would keep them even if not rewarded? What values would you want
passed on to your offspring and heirs? If you had enough money to retire tomorrow,
what values would you continue to hold? What values can you see being valid 100



years from now? Would you hold a core value even if it became a competitive
disadvantage? What values would you take to a totally new organization in another
industry?

Subcategory: Implement Core Values

Tip: Business Writing as a Second Language

Writing skills are fast disappearing in the business world of the 21st Century. Poor high
school and university preparation coupled with the lazy habits of the e-world have
produced generations of poor writers. Here are six quick tips you can use to improve
writing in your organization: 1. Stamp out Email language shortcuts. Require all
company Emails to conform to 'business letter standards'. 2. Review all outgoing
documents, correspondence and Emails until you are sure the writer is communicating
in clear and concise English. 3. Don't hesitate to conduct training on how you want your
organization's business correspondence and documents to appear. You do training on
personnel, IT, and technical issues - why not writing? 4. Don't get too hung up on writing
style issues. For example, some people like to start sentences with prepositional
phrases, some don't. Academics frown on it all of the time but it can still be an effective
tool. Remember, ten editors reviewing a single paragraph will give you ten new
paragraphs. 5. Readability is the only measure of effectiveness for successful business
writing. If the prose makes the reader fall asleep while reading, it's the writer's fault, not
the subject. 6. Have writing contests for knotty problems. When faced with a writing
situation that is difficult, assign the problem to a group of your staff and award a prize to
the best response. You might be surprised at what you get. These tips are just a few of
the many techniques available to get your company on the road to higher sales and
profits through good writing. A wise mentor once told me: "Write so that your reader
understands you whether he wants to or not."

Tip: Express Company’s Core Values

Express your company’s core values in a way that: -inspires support and commitment,
-motivates those who are connected to the organization, -is convincing and easy to
grasp, -uses proactive verbs to describe what the company does, -is free of jargon, and
-is short enough so that anyone connected with the company can readily repeat it.

Tip: Step By Step Business Core Values

Work from individual values to a set of organization values. Committee members must
individually articulate personal values and, as a group, resolve differences when they
surface. Step-by-step: Decide who will define your company’s core values. Assess each
person’s idea of values: What core values are important to individuals? What core
values are important to the organization? What core values are important to other
stakeholders (investors, customers, suppliers, unions, communities, governments)?



Clarify and resolve the differences of opinion that will naturally arise. Select the
company core values that should be in the final list.

Category: Creating Job Descriptions

Subcategory: Write a Job Descriptions

Tip: Helpful Hints for Creating Job Descriptions

One way to test the completeness of your job description is by reevaluating your duty
statements using these three categories: Functional skills Personal skills Interpersonal
skills

Category: Developing Mission Statements

Subcategory: Mission Statement Ideas

Tip: Display on Imprinted Reminders

Display your vision and mission statements on custom imprinted reminders. Print your
Vision and Mission Statements on various handy items like magnets, calendars, and
foam can coolers. Hint - Some companies have their mission and vision statements
printed on laminated, wallet-sized cards to hand out or attach to employee 1.D. badges.

Tip: Display on Printed Stationary

Display your mission and vision statements on printed stationary: The next time your
company orders printed materials like letterhead, business cards, and notepads, include
your short Vision or Mission statements along side your logo.

Tip: Incorporate into Reports

Print the Vision and Mission Statements on the cover of quarterly or annual reports.
Indicate throughout the report the results that apply or relate to the statements. -Create
meeting starters -Suggest to managers or department heads that they begin weekly
meetings by reading a portion of the -Vision or Mission that may be particularly relevant
at that time.

Tip: Publish a Reminder
After the Vision and Mission Statements have been incorporated into your culture,
publish a memo or newsletter article showcasing examples of how statements relate in



the workplace. For example, how an employee went above and beyond to delight a
client.

Tip: Use in Speeches
Use in speeches: Give your executives "talking points" so they will incorporate the
Vision and Mission statements into speeches and presentations.

Subcategory: Vision Statements

Tip: Integrating Vision and Mission Statements

These suggested actions will help you integrate Vision and Mission statements into your
company culture. Use as many as you feel are appropriate for your company. Issue an
Introduction Memo: Issue a memo introducing your new Vision and Mission Statements
to the company.

Category: Employee Manual

Subcategory: Company Handbook

Tip: Best Practices for Company Employee Manuals

Give the customized Employee Manual to supervisors a few days before distributing it
to the rest of your staff. Supervisors should read the Manual and become familiar with
its contents so they can answer their employees” questions. Use our Memo/Cover letter
for Advance Copies. Print copies of the Memo/Cover letter for Employee Manual and
the form Employee Manual Receipt and Acknowledgement to hand out with the
customized Employee Manual. Distribute the Employee Manual. Encourage your
employees to read the Manual thoroughly, and to ask questions about things they do
not understand. Have employees sign and return the form after reading the Employee
Manual. Designate one person to maintain the master copy. We recommend you review
your customized Employee Manual at least once per year to ensure that the Manual you
hand out to new hires is correct. If needed, you should also update current employees
on any changes.

Tip: Proprietary Information in the Company Policy Manual

Depending on the nature of your business, you may require employees to sign a
Non-Disclosure of Confidential Information Agreement. A Non-Disclosure Agreement
protects your company’s confidential information. When signing a Non-Disclosure
Agreement, an employee agrees not to divulge confidential information about your
company such as trade secrets, procedures, names of customers and suppliers, pricing



methods and price lists, and other proprietary information.

Subcategory: Create Employee Handbook

Tip: Employee Manual
The exercise of preparing a new Employee Manual offers a prime opportunity to
evaluate the policies and procedures of your company.

Tip: Harassment in the Employee Manual

When they hear the term "harassment" people generally think of sexual harassment.
Harassment comes in many other forms however. Harassment can be based on race,
national origin, or age. You should be aware of all of the forms of harassment and state
clearly in your Employee Manual that such behavior is not tolerated. The Employee
Manual should state what actions will be taken if accusations of harassment are made.

Subcategory: Policy and Procedure Manual

Tip: Perk up Your Policies

A complete compensation package makes your company more attractive to prospective
employees. The Employee Manual mentions one “perk” (a privilege, gain, or profit
incidental to regular salary or wages) like Tuition Reimbursement. In conjunction with
preparing your company's customized Employee Manual, take the opportunity to update
and formalize your policies and procedures, as well as explore additional benefits your
company may offer. Three hot topics for today’s managers are Internet use (and
abuse), harassment, and protection of proprietary information. Address these topics in
your company’s Employee Manual to avoid problems before they start.

Category: Employee Performance Reviews

Subcategory: Employee Performance Evaluations

Tip: During the Employee Performance Review Meeting

Be positive: When the focus is on possible improvements, it seems only natural to be
looking for what the employee is doing wrong now. Again, remember to balance your
comments with feedback about what the employee is doing well. It’s all too easy to
overemphasize the negative and pull down the entire tone of the review. Differing
opinions: What if the employee disagrees with your assessment? Give the employee
the opportunity to explain his or her opinion, and see if you can’t come to some sort of
consensus. This is a time where it might be helpful to return to the job description - does



the employee have a different interpretation of a specific responsibility? Keep talking,
and do your best to keep the conversation calm, focused on performance issues, and
respectful. Differing goals: Goals are another area where your discussion might run
aground. Does the employee feel that any mention of improvement is a statement of
wrongdoing? There is always room for improvement - improvements keep the job
interesting and the workplace efficient.

Tip: Personal Employee Performance Goals

If an employee wants to focus on a particular area because of personal goals, such as
advancement, see if you can work together on supporting those plans in a measured
and realistic way, through training, or meeting certain performance milestones. Drawing
out silent employees For all employees, be sure to ask open-ended questions, such as,
"What areas do you think need improvement?" rather than "So did you find any areas
you think you need to improve on, or not?" If a question can be answered with a simple
yes or no, it’s probably not open-ended. Let the employee explain herself first. Then,
offer your input!

Tip: Updating Job Responsibilities

Lastly, you may decide to make some changes to the job description for that employee
if you see any structural problems they just can’t seem to circumvent. Perhaps they
need more job responsibility in one area to be able to work more efficiently, perhaps
less.

Subcategory: Writing Performance Reviews

Tip: Creating Measurable Employee Performance Goals

Goals should be realistic and measurable, with incremental steps if necessary. Two vital
elements for creating a measurable goal: A clearly defined result or target Specific
actions to take to get there The last goal, making Employee of the Month, is halfway
there. The result of this goal is clearly defined, but what specific actions would someone
need to take to win this award? In addition to having a clear target and measurable
steps, each and every step needs to have a deadline, or a start date. So not only will
you have a specific action that needs to be completed, but now you also have a date to
begin or to gauge progress. In the case of a deadline, it will either be done by that date
or not. Measuring becomes very simple.

Category: Mentoring Employees

Subcategory: Coaching Employees



Tip: Effective Management of Technical Experts

In the technical world, Subject Matter Experts (SME) can be the lifeblood of business
development. Many of these individuals are young, highly educated, and suspicious of
senior management. In order to get the most out of these talented experts, utilize the
military principle of management by exception. Clearly state your objectives, ground
rules, schedule, and then let them run with it. Closely monitor the project from a
distance and provide help when asked. Interfere only when the situation warrants and
you will build a great, creative force within your organization.

Tip: Life in the Fast Lane

Successful managers are frequently faced with the difficult position of mixing one’s
family responsibilities with the demands of business. Effectively dealing with this
dilemma can yield great results personally and in one’s role as a manager. Some
people hold that business must always come first, even at the expense of the family.
Others feel that balance, in the classic Chinese philosophical mold, is the ultimate
solution. Unfortunately, a bit of both is more the case. Approach the conundrum as you
would any other business problem. Evaluate the situation carefully and prioritize your
findings. Recognizing that some business functions are time critical, such as proposal
deadlines, client schedules and tax dates, place a rating on each. Do the same with
your personal circumstances. You will quickly come to the conclusion that you can
efficiently manage these often conflicting requirements of life to the ultimate satisfaction
of all parties. Notes: If you sense that all your business situations have the highest
priority, then something is wrong with you, your management or your staffing level. Bad
managers often use crisis management as a misguided motivational tool. The same
applies to your personal life. Vacations are a needed benefit and readily schedulable.
However, things like births and ilinesses are not. Use your discretion wisely to avoid
conflicts and the added stress they add to your life. Finally, my life and career
experience has consistently shown that the vast majority of managers and family
members are eminently reasonable. Communicate your issues clearly and concisely
and you will have little difficulty balancing business and life.

Tip: Managing Change

All organisms and organizations undergo frequent change. It is the successful manager,
just as it is the evolving creature that handles change well. Be that manager by following
a couple of simple rules: 1. Control that which you can control and adapt to that which
you can’t. A buyout is an event few managers can exercise any control over so it is
always best to accept it and adapt to the changes it brings with cheer and enthusiasm.
Conversely, a reorganization of your department or division may present opportunities
for you to shine within the organization and achieve significant success over the
previous situation. 2. Personnel changes can be a very unsettling event, don’t let such
occurrences sour your outlook or position. Good people come and go in every dynamic



company. They may be superiors, peers or subordinates. Grousing and involving
oneself in the inevitable office politics associated with this form of change never helps
the successful or prospective manager. 3. Loss of a key account, client or project
creates one of the most difficult of change situations. As with all unexpected events,
opportunity lurks within. Use these situations to improve your station by swiftly analyzing
the circumstances and suggest viable approaches to lessen the impact of the change to
your team or management. This simple step will make you look like the consummate
professional while your co-workers groan and complain about their bad luck — action is
always better than talking about it.

Tip: Mentor’s Mission and Job

The mentor’s mission and basic job is to: *Share a vision of common goals. The mentor
should take time to convey the company’s goals, explain how the goals benefit the
organization and employees’ roles in achieving those goals. The mentor can help the
buddy envision what outcomes will occur when the goals are achieved. «Gain
perspective on the mentee’s point of view within the organization. Mentors need to take
an interest by finding out significant facts about their buddy’s life and career goals.
*Foster independence and mastery. Employees who have been mentored have greater
confidence about taking risks out of their comfort zones, while living up to the
responsibilities placed on them. During orientation, present your company’s mentoring
program and your company’s commitment to developing employees and enhancing
opportunities.

Tip: The Relationship Between Finance and Management

Young managers, regardless of the level of their education, often muse over the
contribution of finance to overall business management. They fully recognize the role of
marketing/sales and production to their efforts but relegate the ‘bean counters’ to the
world of mystery men. Don’t fall into this trap. Learn as much as you can about the
workings of the accounting function for it's the basic tool of doing your job efficiently.
Equally, the role of credit, finance and related disciplines often drive (albeit behind the
scenes) decisions by senior management that dictate how you do your job. Be a
sponge, hang out with the bean counters and you’ll be the beneficiary of what you learn.

Tip: Why Coach Employees?

As individuals, we try innately to fulfill certain basic needs and seek specific
satisfactions from our lives and from the world around us. It is human nature to be more
productive and more positive when feeling involved and valued. When the workplace is
an environment where individuals ¢ can learn from experiences, ¢ are consulted and
involved, * are considered relevant, « are treated as equals, and « are challenged to
varying degrees, . . . then employees perform best and leaders deliver results, so
companies succeed!






