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INTRODUCTION 1
Defining management, skills required,
management style. importance of a good
beginning

BEFORE TAKING UP YOUR 31
APPOINTMENT

Importance of preparation. self-analysis.
making an action plan. reconnaissance.
thinking about day one

STARTING AS YOU MEAN 55
TO GO ON

Consider staff expectations. actions to take
immediately. your first staff meeting. tackling
your first real issue, establishing the ground
rules, authority and discipline, positioning
yourself as manager. communications

- CREATING STAFF LOYALTY 97

{| & COMMITMENT

& Balancing the interests of different parties.
credit the team but ensure your credibility.
motivation, importance of a consistent
approach to management
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Y WORKING WITH PEOPLE

\ TO ACHIEVE RESULTS 125
Setting goals, project management.
ensuring staff development. first staff
appraisal

ADDING STRENGTH

TO THE TEAM 145
Addressing the needs of the team. the
individuals and the task. organisational
structure. involving and empowering
people. manager’s role as catalyst

WORKING TO MAINTAIN SUCCESS 165
Short-term vs. long-term objectives.
manager's role as agent for change.
activity cycle to build on success

SUMMARY 177
Keeping the overall management

process in mind, managing people - key
issues, never rely on good luck
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INTRODUCTION

“WISE WORDS

You only
get one chance to make
a good first impression
Anon 4
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INTRODUCTION
MORE WISE WORDS

Always take a job that
is too big for you
Harry Emerson
Fosdick

Are you worrying that you've done

just that? Great! Anything less and

you would not be aiming sufficiently

high. Rising to the challenge is
rewarding, as this pocketbook underlines.
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INTRODUCTION
AN IMPORTANT STEP l

So, now you're a manager. While it sounds good it also makes you think, or it should do.
Becoming a manager may be a step up, but it is also wholly different from being in an
executive role.

Management:

e Involves responsibility for others
e |s potentially very rewarding

e Islikely to be a chalienge

The role demands specific approaches and skills, some of which you may not have used
before. You need to adjust, and this pocketbook will help you do so - promptly, easily
and with certainty. it provides guidelines to help you fit into your new role effectively and
speedily, and achieve the results that you want.

First rule: don’t underestimate the change invoived in your transition to
managemaent.
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INTRODUCTION
PAUSE FOR THOUGHT

Generally, progress within an organisation (including the rewards that can accompany it}
is inherently linked to a management role. Thus:

Success at one thing leads to promotion into a different role

Some of the skills that made you successful in the past may not help you as a
manager

Additional skilis demanded by management may not play to your strengths

The job of managing people may be something you enjoy for its own sake rather
than something you're prepared to do because it takes you further up the hierarchy

Pause, refiect and consider: do you really want to be a manager? If not, consider
other ways ahead. If you do, read on.
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INTRODUCTION
HOW TO APPROACH YOUR NEW ROLE

The extent to which you succeed in your new role will be influenced radically by the
attitude you take to it. You should:

e See it as something new, involving different approaches from those used in the
past (though don't throw the baby out with the bath water: your prior experience
will be necessary)

® Aim to learn surely and fast, keep an open mind, beware of making unwarranted
assumptions and consciously define and adopt new approaches

The remainder of this book focuses on:

e Those actions you should take in the first days and weeks in office, and the attitude
you should adopt, which make a difference to your ultimate effectiveness

e Those aspects of the management process that you need to get to grips with in the
early days and which have a disproportionate effect on success
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INTRODUCTION
MANAGEMENT DEFINED

Being a manager involves people - other people. You may still have your own work to do
but, additionally, you have other people’s work to consider.
At its simplest, management is:

@ Achieving results through other
people, with the aim of...

e Meeting specific, tangible, often
financial, objectives

Management is not just about allocating
work (deciding who does what); nor

is it just about doing things for other
people. The process of management
takes time, effort and expertise.

Others must think you have
management potential, so you
have to prove them right.




