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What people are saying about

Being a Supervisor 1.0

Being a Supervisor 1.0 is a must read for everyone involved in staff training and organizational development. Whether you are a newly promoted supervisor, manager or an experienced human resource trainer, you will greatly benefit from this book. Joe Duffy has provided a comprehensive review of all aspects of the important role that supervisors play in our work settings. I highly recommend reading this book to everyone involved in leadership and supervision.

Dennis C. Miller, Executive Search, Author, Speaker, Leadership Coach

Being a Supervisor 1.0 is not only an invaluable primer for any employee or first-time supervisor aspiring to be an outstanding manager of people, but it is an excellent reference for seasoned and experienced supervisors and managers as a refresher course as well. It is a compact, comprehensive, grassroots manual on the correct way to manage people, projects, and progress, and I highly recommend it to all in pursuit of supervisory excellence.

Bettina A. Deynes, MBA, MIM, SHRM-SCP, IPMA-CP; VP of Human Resources and Diversity; Society for Human Resource Management (SHRM); co-author of Alejandra’s Quest; international presenter and published author on leadership, management and HR topics

Supervision is both an art and a science. It can be learned but must be practiced to be fully mastered. Good supervision skills are especially important for the civil society/nonprofit sector which relies greatly on influence and collaboration. They are essential too for the government and business sectors. In Being a Supervisor 1.0 Joe Duffy sets out easy to understand foundational management knowledge that every supervisor needs. These practical lessons, learned from a long career and leadership, are timely for the 21st century manager in any and all sectors.

M.D. Kinoti, PhD, Associate Professor of Nonprofit Management, Regis University, Colorado, International NGO Consultant

Strong organizations all have one thing in common: skilled, effective supervisors, passionate about mission. Joe Duffy has delivered a terrific toolbox for new or aspiring supervisors, as well as more seasoned leaders keen to learn from another’s experience. Joe’s half a century of education and experience percolate throughout this excellent and informative handbook.

Kevin Ryan, President of Covenant House and former Commissioner, New jersey department of Children and Families

Being a Supervisor 1.0 is an excellent must-read resource for considering foundational management issues. Utilizing a quick-read format, Joe Duffy shares his lessons learned over a 45 year career, providing not only practical advice, but also many “tools” for managing. But, perhaps of most value, are the numerous questions that the reader is presented with, as these should help the reader to translate Mr. Duffy’s experiences and suggestions into the reader’s own supervisory approach.

Terrence Cahill, EdD, FACHE, Department Chair and Associate Professor Department of Interprofessional Health Sciences and Health Administration Seton Hall University, Consultant, Leadership Coach

Joe Duffy’s Being a Supervisor 1.0 is an essential handbook for supervisors of the future who will need this wisdom, to be effective supervisors today and tomorrow.

Frances Hesselbein, President & CEO, The Frances Hesselbein Leadership Institute Joe Duffy draws on a long, varied executive career to provide an intelligent, interesting road map for new and experienced supervisors. The writing is vivid, direct and practical; the wisdom of his advice pervades this useful contribution from a successful, seasoned leader.

J. Bryan Hehir, Secretary for Social Service, Archdiocese of Boston; Past President CCUSA

Being a Supervisor 1.0 is a very practical reference guide for both seasoned managers and new supervisors, or for anyone with leadership responsibilities. The book contains excellent suggestions on ways leaders can embrace change. Joe Duffy provides first-rate recommendations that enable managers to work within different personalities and management styles. This book is a must read for anyone interested in management training.

Kevin Lynch, Senior Consultant, IC Consulting

Being a Supervisor 1.0 is a must read for the first time or aspiring supervisor and as a useful tool for the experienced supervisor. Author Joe Duffy has compiled lessons learned from a 45 year career in management into one easy to read handbook. It will be your “go to” resource for help in dealing with the daily demands of being a supervisor.

Thomas J. Healey, Partner Healey Development, Board Member Leadership Roundtable, Senior Fellow Harvard University JFK School of Government, Former Assistant Secretary of the US Treasury for Domestic Finance

The rate of change in leadership at not-for-profit agencies is occurring at a pace never before seen. Joe Duffy has presented a highly readable and personable road-map for new CEOs to front line supervisors as they seek to avoid running around on the organizational shoals.

Richahrd Klarberg, JD, President & CEO, Council on Accreditation

I highly recommend reading Being a Supervisor 1.0! The book has structure, purpose and practical concepts for leaders and managers. New and seasoned supervisors will benefit from it. Get your copy.

James D Raphael, LNHA, CALA, MBA; President and CEO, James Raphael Enterprises

Well articulated and very informative book Becoming a Supervisor 1.0 written by Joe Duffy provides the essential tools for a new supervisor as well as a handbook for the seasoned supervisor.

Mukunda Panuganti, MS, PHR, SHRM-CP; Human Resources Director
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Introduction

Throughout my 45 year career in management, I have consistently described myself as a professional student. That includes not just the learning I’ve done in traditional educational settings, but the learning that happens on the job, as well as the active practice of continuous reading of books and journals. Much of that reading has been, and still is, on the subject of leadership and supervision. I’ve often recommended these works to my direct reports, but in all my searching for pertinent material, never have I come across a single book that covers all the topics a supervisor needs to know to be successful in his/her role. Given the management skills that I have developed over the years, it has occurred to me that perhaps I should write that missing book, a handbook that encompasses the breadth and depth of what it takes to be an effective supervisor. I am retired now, though I continue to do some consulting and training in the field. I’m also still that professional student, exploring all the resources available. Finally, I decided that maybe it’s time to contribute to that collection of resources, and write my own book.

This book is written for two audiences. The primary audience is the first-time (and aspiring) supervisor. Most first time supervisors are line staff, promoted because of good performance. The assumption is that a good employee will make a good supervisor. But that is not necessarily the case. The two roles carry vastly different responsibilities, and without proper preparation, a stellar employee can fail miserably as a supervisor. It takes some combination of classes, reading, workshops, on-the-job training, and ongoing supervision, to successfully transition from staff to supervisor. This book is my effort to take my years of experience and education and codify it into a single source document that can assist the new supervisor in making that transition, and developing his or her supervisory skills.

The second audience is for experienced supervisors. Learning is a lifelong process. Even seasoned supervisors can benefit, learn and grow in their position. In my years of overseeing multi-million dollar agencies, I haven’t known one supervisor who didn’t at times face complicated situations and need extra guidance in managing them. It was often the most “veteran” supervisors, those who had become rigid in their habits, who could have most benefited from new and different ideas in dealing with their complex operations. This book will offer them the opportunity to consider methods that, in my experience, are indispensable for dealing with the most mundane to the most obscure.

I recommend, especially for the first-time supervisor, that you read the book once, cover to cover. Then go back and read those chapters that deal with a topic of particular interest to you. Keep the book handy and re-read chapters from time to time as that subject matter becomes an area of need or concern, or just as a refresher.

Have you ever heard the three envelopes joke? I was unable to identify the joke’s creator but found the joke reprinted in The Huffington Post June 29, 2012. On his way out, the outgoing manager hands the new manager three envelopes and remarks, “When things get tough, open these one at a time.”

About three months go by and things start to get rough. the manager opens his drawer where he keeps the three envelopes and opens #1. It reads: “Blame your predecessor.” So he does and it works like a charm.

Another three months pass and things are growing difficult again so the manager figures to try #2. It reads, “Reorganize.” Again, his predecessor’s advice works like magic.

Finally, about nine months into the new job, things are getting really sticky. The manager figures it worked before, why not try again. So he opens the envelope drawer one last time and opens #3. It reads … “Prepare three envelopes.”

It is a joke, but sadly, it is all too often reality for new supervisors, unprepared for the job. Be prepared. Read this handbook and keep it handy, at least until a better one comes out.





Chapter 1


Vetting the Organization

Be Prepared

Were you ever a Boy or Girl Scout? Scouts are guided by The Scout Motto, Scout Slogan, Scout Oath, and Scout Law. I learned them over 50 years ago and can still recite them word for word. I am proud to say I am guided by them even today. For those who are unfamiliar, and for others who are familiar but can’t quite recall, The Scout Motto is “Be Prepared.” That is sound advice in all aspects of life and certainly for any supervisor.

A corollary phrase to the Scout Motto is the proverb “Forewarned is forearmed.” One of the earliest documented references to it, is in a letter dated 1685 from Captain Francis Hooke, advising of the dangers of frontier life in the Americas. This letter appeared in John Farmer’s The History of New Hampshire in 1831. The proverb was prefaced with the phrase “A word to the wise is enough; the old proverb is forewarned, forearmed.”

For emphasis, I would combine the motto and the proverb as follows: Be prepared; forewarned is forearmed. If you seek or welcome being forewarned, you can be forearmed, and so, be prepared. While this advice is important for preparation before your first day of work it is also equally useful every day at work. So how can you “Be Prepared” before the first reporting day?

Go Surfing

Before starting a job, you want to be sure there is congruence and compatibility, between your own personal and professional goals and values and the Mission, Vision and Values of the Organization, and that you are comfortable in embracing them and working in a manner consistent with them. If there is not such congruence your work with the organization will likely be unhappy, unproductive, and short-lived, and could even create a toxic work environment. Visit the organization’s website (presuming there is one). It is common for most organizations, public, private, government, for-profit and non-profit, to have one. If you are unable to find one, that might be an indication of an organization that does not keep up with the times, slow to change. Certainly inquire if there is one during the interview process if you have not already found one. Surf the website to learn as much as you can about the organization, its history, current operations, program summaries, brochures, future plans, leadership, annual report, and financial condition.

Ask Human Resources (HR)

If there is no web site, you can certainly ask the contact person at the organization or the HR director there for such items and ask questions you might have after reading them. Don’t take it for granted that you will be presented with a job description during the interview process. If you are not, be sure to ask for one. I cannot tell you how often I have been told by an employee, including a supervisory level employee, that he or she did not know all his/her duties prior to starting work, and were shocked when they learned all they were expected to do after the starting day.

Read

Read the employee handbook, and if there is a separate personnel policies and procedures manual, read it sooner than later, hopefully before you start meeting employees. It will not necessarily make the book of the month club, but it will help you “Be Prepared” and may prevent you from having to back step later when answering employees’ queries, only to learn that your answer is inconsistent with policy.

Read the Sacred Documents

I often refer to Mission, Vision, and Values Statements as “Sacred Documents”. I would include Strategic Plans too as Sacred Documents. My own 45 year career in management has been in faith-based organizations in the fields of Catholic Healthcare, Catholic Education, and Catholic Charities, and as such, referring to these and others documents as “Sacred Documents” seems understandable, but I do believe the term is equally appropriate for non-faith-based organizations. I don’t remember when I started using this reference, whether I coined the use of those words or adopted them from another source. They make sense to me as a way of emphasizing their importance not only in faith-based organizations, but all categories of organizations, faith-based or not, for profit and non-profit, public and private. Webster’s dictionary offers several definitions of “sacred”. The one I particularly like to embrace in support of calling them Sacred Documents is “set apart for, and dedicated to some person, place, or sentiment … secured by a sense of justice against any defamation, violation, or intrusion; inviolate.” These documents, if committed to, even reverenced, become the “raison d’être” for the organization, giving it meaning and direction, providing a lens through which to make management decisions, assuring steadfastness to Mission, remaining on track towards realizing Vision, utilizing organizational Values in working towards achieving that Vision, and remaining faithful to the Mission as guided by the Strategic Plan (if there is one). There are many definitions for these sacred documents. Let me define each in words that are meaningful to me as a leader.


Mission Statement

In as few words as possible, the Mission Statement explains why the organization exists, what its purpose is. I subscribe to Peter Drucker’s admonition that a Mission Statement should fit on a tee shirt. His reasoning and mine is that the Mission Statement needs to be widely known. Ideally you and every employee, when asked what the Mission of the organization is, should be able to answer that question. As such, shorter is better.

Vision Statement

A Vision Statement is a look into the future, perhaps five or ten years down the road. It answers the question “How would you want the organization described in that future time frame question mark?” It challenges the organization and its employees to action, to realize the Vision while remaining faithful to the Mission. When working with organizations in developing a Vision Statement, I suggest they think of it as if they were writing their obituary for five or ten years down the road. I tell them to consider what they want the readers to read about them and their accomplishments. And I conclude that exercise by telling them that very likely, there would be differences in their ten year hence obituary from what would be written about them in the present time. The differences between the present and that time in the future are what need to be addressed to realize the Vision.

Values Statement

A Values Statement is a statement of important principles, the beliefs that become the moral compass of the organization, steering decisions and actions, guiding the organization and its employees and board in service of the Mission, and in realizing its Vision. Oftentimes they become referred to as Core Values. The organization decides upon these values and what they mean to the organization. By way of example, some typical organizational values might include, honesty, excellence, transparency, service.

Strategic Plan

A Strategic Plan fits hand and glove with a Vision Statement. A Strategic Plan Document looks at that point in the future (the Vision, three to five years down the road) and identifies goals and action steps needed to realize its Vision. The Strategic Plan becomes the organization’s GPS system guiding it on the journey from the present situation to that future Vision. Don’t just read these sacred documents. Seek clarification of anything that seems unclear especially if it might be problematic for your own beliefs. These are documents which you as a supervisor will need to know, embrace, adopt as your own, educate others about, and champion.



Read Other Sacred Documents

Organizations have other documents which if you read, you will be better prepared. Some may have an organizational history. Some may have a business or operational plan. All should have founding documents like bylaws, certificates of incorporation or amended certificates of incorporation, charters. Depending on the level of the supervisory position you are interested in, you will want to review financial information such as current budget, audit, tax filings (990 for non-profits and 1065 or 1120 for for-profits). While 990s are public documents easily found on the Guidestar website, for-profit tax statements are not public documents. You could however visit the Dunn and Bradstreet (D&B) website and find a D&B report on both for-profit and non-profit organizations. Asking if such documents exist will evidence your interest in the organization, and, if you are provided them, will be useful in confirming your interest in the organization.
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