Table of Contents

INTRODUCTION ..o

Whois this book for? ..o o i
How the Supenizor's Big Book of Answers is organized .
Awordabout language ... ... . i
The challenges of beingasupervisor .. ..............
What makes agreat supervisor? ... ..o il

BURMOUT . L e
CHANGEAND TRAMSITION. . ..o oot
COACHING . ..o
COMMURMICATION SKILLS. .. ... oot
COMFLUCT OFINTEREST . ... .o
COMFLUCT RESOLUTION . ..o
CRISIS MAMAGEMENT. . ..o o
CRITICAL EVENTS DEBRIEFING .. ...t
DECISION MAKING. . ... oo
DELEGATION ..o i

DIFFICULT BEHAVIORS (See Also Facilitation Skills). . . . . .
DISCIPLINARY ACTION ..o ot

= M K A

14

17

.28

Table of Contents



EMPOWERMENT ...
EXITINTERVIBWS. ... e
GOALS AMD OBJECTIVES . ... .o
GROUP FACILITATION (zee al=o Mesating Managernant) .
INTUITION . .o i e

JOB SATISFACTION (zee also Mativation) ... ...........
LEADERSHIP ... i e

MEDIATION (ses Conflict Resolution)

MEETING MAMAGEMENT (see also Group Facilitation) .
MEMTORING . .o e

MISSION AMD VISION STATEMENTS. ... ..o oL

MORALE (sea Job Satisfaction & Motivation)

MOTIVATION .o i

MEGCTIATING (sea Conflict Resolution)

ORIENTATIOM . .o
OUTCOMES ..o
PARTICIPATORY SUPERVISION. .. ..o

Ge

&1

=15

.. B8

a4
a7

ag
101

104
12

G

120

125

128

1

The Supervisor's Big Book of Answers



PERFORMANCE APPRAISAL. . ... n.
PRESENTATIONS AMD PUBLIC SPEAKING. .. .........

PROBATICONARY PERICD (see Recruitmeant, Saction 7)

PROBLEM SOLVING. ..o
PROJECT MAMAGEMENT .. ...

REFEREMCE CHECKS (za8 Racruitmeant

RECRUITMEMT . ...
REWARDS AMD RECOGMITION. ..o
SELF-DIRECTED TEAMS ... ... oot
STRATEGIC PLANNIMG ... oo o
TIME MAMAGEMENT .. ... oo
TRAINING .. ..o
WRITINGMEMOS . ..o
WRITINGREPORTS ...

123

142

144
148

153
166
165
170
175
ez
187
a3

200

i)

206

L2058

Table of Contents



