Manager
Manual

Interpersonal skill-building kit for
a civil workforce,




Whatisit?

A manual for HR to distribute to their leadership team to
teach interpersonal skills in the workplace.

How Do | Use It?

Use the Canva template to make edits or distribute this pdf
to your leadership as a supplemental resource.

Ask Yourself

Is your culture challenged by psychological safety issues,
engagement, turnover and more? Developing your leaders
interpersonal awareness is an easy way to influence your
metrics from the HR seat.

Why is HRInsidr Offering this?

Top HR issues are impacted by the development of your
leadership team. By providing them with the tools to
succeed, you can influence metrics from your role.

Learn More

Remember to delete this page if you distribute this resource!


https://www.canva.com/design/DAGRCYdcZm8/d16GB7yHq_FnVc0vG7jFDg/view?utm_content=DAGRCYdcZm8&utm_campaign=designshare&utm_medium=link&utm_source=publishsharelink&mode=preview
https://hrinsidr.com/advising-leadership-on-trust-can-solve-top-hr-issues/
https://hrinsidr.com/advising-leadership-on-trust-can-solve-top-hr-issues/
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INTRODUCTION

Why Interpersonal
SKills”

Welcome to our Special Manager Edition — your go-to resource for navigating
civility issues, employee engagement, and retention through interpersonal skill
building. This comprehensive guide is designed to empower you with the
information needed to thrive in your workplace.

By becoming aware of how you play a role in dynamics like trust, you'll find
valuable insights into how to solve problems with your team members that
used to baffle you.

We believe that a well-informed and engaged workforce is key to collective
success, and this manual is your roadmap to a fulfilling and successful career

journey.

hrinsidr.com
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EMPLOYEE RELATIONSHIP

The Power of T'rust
in Our L.eaders

Problem Today

SHRM reports a full 86% of workers
believe that much of the incivility
seen today is caused by the
behaviors exhibited by U.S. leaders,
and 78% attribute it to the language
that leaders use.

Only 23% of U.S. employees strongly

believe in their organization’s
leadership.

Solution

“When leaders communicate clearly,
lead and support change, and inspire
confidence in the future, 95% of
employees say they fully trust their
leaders.”

Gallup Workplace Trends 2024

Incivility harms the performance of
employees, but trust in supervisors
enhances it.

hrinsidr.com
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https://www.shrm.org/enterprise-solutions/insights/model-civility-workplace-culture
https://www.gallup.com/404252/indicator-leadership-management.aspx
https://www.gallup.com/404252/indicator-leadership-management.aspx
https://www.gallup.com/workplace/547283/workplace-trends-leaders-watch-2024.aspx

CONDUCT AND ETHICS

How to Make Repairs

Behavior

Trust can also be broken
unintentionally in the employer-
employee relationship. Trustis
complex and is central to many
issues in our workplaces today.
Problems like civility, employee
engagement, and retention are
on therise and all have core ties
to trust.

Professionalism

e

o@o Plan
==

Set future goals and
Acknowledge stay consistent in your

promises.

Communicate the Reliable action builds
violation. credibility over time.

Professionalism, for us, means embracing personal growth and development in
effective communication, resulting in increased employee engagement. Addressing
how we can make a repair when that trust has been broken creates a psychologically
safe environment for everyone to perform at their optimal potential.

1 Tips to Repair

1.Keep it light and positive

2.Stick to the facts and impact, not
interpretation.

3.Have courage. Get support.

4.Trust is restored when good
communication outweighs negative
experiences

5.Explain, don’t justify. Explain if time has
passed onunresolved issues or concerns

6. Allow trust to return

7.Trust = good behavior/time

05
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https://hrinsidr.com/advising-leadership-on-trust-can-solve-top-hr-issues/

EMPLOYEE RESPONSIBILITIES

5 Dystunctions ol
a l'eam

We've all heard the saying: employees don'’t quit jobs, they quit managers. They
quit micro-managers, unrealistic work expectations, and a culture without
psychological safety. Everyone wants to be valued and feel like their opinion
matters. We crave meaning, purpose, and belonging. When those elements are
missing, our physical, emotional, and mental health suffers.

It's crucial for us to assess the level of trust and psychological safety on our teams.
Patrick L encioni’s 5 Dysfunctions of a Team offers great insight into the five
elements for a functional team. Do you know how your teams measure up?

[\

There's no personal gain, it's
about the team’s result.

Leaders and peers hold

each other accountable. -

Everyone is open to
disagreeing and hearing all
sides to leave no stone left

unturned. \
Comfortable being\

vulnerable about
mistakes, fears, and
behaviors.

° LEARN MORE
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https://www.amazon.com/Five-Dysfunctions-Team-Leadership-Fable/dp/8126522747
https://hrinsidr.com/your-solution-to-turnover-5-dysfunctions-of-a-team/

EXECUTIVE FUNCTIONING

7 Habits of Highly
Litective People

Be Proactive®
Focus on what you can control instead of what you can’t.

Begin with a clear end in mind.®

When you think about outcomes or goals, define a strategy to get there. You
need to design the blueprints before you build the house.

Put first things, Tirst.®

Prioritize and achieve your most important goals instead of constantly
reacting to urgencies.

Think win/win®
Learn to collaborate effectively by building high-trust relationships.

Seck first to understand, than be understood.
Influence others by developing a deep understanding of their needs.

Synergize.®
Develop innovative solutions to satisfy all stakeholders.

Sharpen the saw.®

Increase motivation and energy by making time for
renewable activites you enjoy.
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https://www.franklincovey.com/the-7-habits/

EMPLOYEE EXPERIENCE

Social Styles

How to Predict Behavior

Originally developed by psychologists David Merrill and Roger Reid in the early 1950s,
and produced by TRACOM, Social Styles define predictable behavior patterns that
help us understand how to work more effectively together. One common framework
is the “DISC™ model, which categorizes individuals into four main types:

e Dominance (assertive and direct)

e Influence (sociable and outgoing)

¢ Steadiness (patient and cooperative), and

e Conscientiousness (analytical and detail-oriented)

This framework gives us the opportunity to recognize and adapt to the preferences
and tendencies of others. If | know my manager communicates based on facts,
presenting my ideas in a concise, easy-to-digest format will have a better chance of
influencing his/her decision. Similarly, if | know my manager doesn’t like to be
pressured for an answer, | will be less anxious when he doesn’t respond for a while to
my request for a promotion. Using Social Styles gives us a map on how to work well
with each other.

How to Use

1. Print off and laminate these cards

2. Place them visibly on your desk to spark
conversation or use them in your next
conflict resolution meeting.

Hi. | have an Analytic Styhe.

3.Use them as ice breakers during
orientation. Introduce yourself with your
card and ask the new hire to identify their

T
style too. T |

_______________________

4. If employees don’'t know their Style, point
them to take the free test.
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https://matchr.com/hi-my-social-style-is-_-4-up-2/
https://tracom.com/social-style-training/model
https://matchr.com/hi-my-social-style-is-_-4-up-2/
https://tracom.com/social-style-training/profile
https://tracom.com/social-style-training/profile
https://hrinsidr.com/how-to-foster-teamwork-with-social-styles/

LEADERSHIP PLAN

Vision Maps

XYL Vision Map DS——

. Current State

HYZ has an entrepreneurial culture which fosters quickly adapting to changes in technology, d )
oustomer needs, and the poltical and econom.c chimate. By pushing decision-making den w© :M S £ \
lowast boval, rewarding canscientious risk-taking, and empowering every emplayee to “make th
all,” we outperform our competitors by being able 1o rapidly respond to our customers and their
changing environmen.

. Why Change?

XYZ has a histery of adapting to
the volatie, encerain, complex.
and ambigusous enviranment of sur
industry. Unforturately, those
adaptations have beenad hoc, | T downside & that we miss opportunities to scale. Across all our departments. we have five

. Vision ¢
To spread awareness and scale

"=  the best solutions across the company -

while maintaining cur culture of agility and (e

siloed, and reactive. separate travel portals, four expense fiing systems, theee customer databases, and two purchasing ettt
platforms. Cur contractors’ statements of work conflict and are dupbcative. The most up-voted Internal
XA E s undertaking a | 2-month comment in our open climate survey was, *| feel g T'mi sobving the same problem again and again OGO

initiative to scale how we adapt
1o changes in our industry.

It's like I'm living thraugh Groundhog Day

@ Milestones

* Eliminate redundant contracts by next
Board of Directors’ mecting

« 100% werkforee adoption of related-dills .6-|2 Months

training by next performance cycle -~ * Assess cultural impact
« Clase of performance eyele means

« 10% improvement in overall = Hold § month Al check in
engagement survey = Adjust enterprise software plan
+ Comtinue in-person collaboration events
goals can reflect desired behaviors: . 3-6 Months

Ecpiaetaed ruhbg patuiares "~ Roll ot culare st actiom plan from recommendations
A s S R VRS e AY S
+ Climate survey: workioree 3 ; <
- = Measure usage of collaboration tools in enterprise software

. Challenges

* Cultural resistance in pockets

+ Board of Directors position on

*  changeis unknown

= Adoption of enterprise
sofeware is uncertain

* Engagement in in-person
collaboration events in the past
has been mixed

. Enablers
* Leadership calls and town halls
* Scalability of ePMO processes and templates
* New collaborative enterprise software
= Mew director of communications

ANt Sy i « Begin communications road show
1 « Check adoption and enrollment of related-skills webinars
b + Measure effectiveness of idea jams and hack-a-thons i
” . industry best ices of
i . Next Steps
. 1-3 Months 5 * Continue 1o engage stkeholders through
P « Leverage ePMO to coordinate the change effort vision mapping

+ Harvest feedback Into change management
plan coordinated by ¢PMO

= CEO town hall explining need for change

* Record and publish wideo of CEO comments

* Present vision map at upcoming Board of
Directars mecting

= Begin contraces audit for duplicative SOWe

+ Begin services audit for duplicative systems

+ Engage Collaborative Consulting to perform a cultural assessment
Huld an :ppmnmn |llq|||r,I sufnmll to identify best practices
ve services training in enterprise software roll out
Assqn d rector of communications as senior champion
+ Include related-skills webinars in indwvidual development plans
+ Sponsor idea jams and hack-a-thons to share ideas across the organization
= Research industry success stories of shifting 1o 2 knowledge management culture

Far questions or comments, p Brian Tarallo at briangdé insoiut or 480-268-4607. Feb. 24, 3017401

© 2017 Lizard Brain Sohticns

How to Use

1. Gather a small group of key team members or stakeholders.

2. Print out vision map on 11 x 17 and on handouts for participants.

3. Present it as “just the way you see it,” noting that there are many different
ways of looking at it. This invites collaboration.

4. Resist the temptation to complete a well-polished deliverable. Don’t expect
immediate feedback, as thisis the first time they are seeing it.

5. Give a brief walk through, cover high level themes.

6. Allow time for quiet reflection.

7. Mark up the document with feedback after 5 min.

8. Resist the urge to explain or defend. Just make notes and take time to

incorporate the feedback.

° LEARN MORE
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https://brian-tarallo.squarespace.com/think-with-ink/from-ideas-to-action-cultivating-stakeholder-buy-in-through-vision-mapping
https://brian-tarallo.squarespace.com/think-with-ink/from-ideas-to-action-cultivating-stakeholder-buy-in-through-vision-mapping

Thank you.



