Garry Wells

How to start enjoying being
a new manager

7 skills to master to make managing what you
thought it would be!

maintain work / life balance

less team members and more to get done
manage overwhelm

avoid procrastination

managing up

delegate well

dealing with difficult people
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I. maintain work / life balance
Here is a quick check?

|. Are you working more hours per week than you are
comfortable with? YES / NO

2. Have you missed any outside work activities due to
work commitments this year? YES / NO

3. Do you have outside of work activities planned and not
attend them regularly? YES / NO

Add up the NO’s - How did you score? /3
If you scored 3/3 then well done !! great work

stay with us for a few minutes.
0/3 —you have some work to do

What are the 3 things | need to understand for
work / life balance?

Notes

My present was there before me and most
likely will be
| am never at my or most

when | am feeling

will be sitting at my bedside when | am 70 and

just broken my leg in a fall?

To be the best that you can be — you need as close as
possible to have balance in your life - that means allotting
time to all the parts of your life that is important to you
(Work, Home, Development , Relaxation, Hobbies)

This is a serious issue for many leaders / managers.
Put your role in perspective

Organise yourself so you can be your best
Make time for the things that last
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2. less team members / more to get done

So you have more to get done and have just lost some
team members?

Do you, panic, work longer hours; pass on the pressure
to your team?

what do you do?

and can’t do it all so only do

what

3 actions to make an impact

l. get , review what you and your team

are being to do

Simply, 5 people can’t do

for very long without out.

2. what are you doing that doesn’t the

you have?

You know the kind of stuff that sneaks in to all teams.
The stuff we do because we have always done it.

3. Stop coming in the door

Yes really — review what is coming in and what are you
taking on. Prioritise what you have got in front of you — if
| new task comes in, | task has to be rescheduled.

you need to STOP doing some stuff.
do more of what gets you to your goal
if you keep putting more air into a balloon -

it will burst

Notes
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3. manage overwhelm Notes

Everyone suffers overwhelm from time to time.

So don’t get down on yourself — take a first step today,
right now — there are 3 steps that will help to make a
difference.

Simple first step:

your work area.

out / out / lists
Do it now.
Now step 2
Look over your tasks and assign a value.

What do | mean?

Reframe the way you see what you have in front of you.
How much work do you really have in front of you?
Time wise working productively? Not spinning wheels.
Are there real consequences to not doing some tasks
today?

Work out what is the most important — do that.

Step 3 - get a grip on your time

Time is limited — fact — 24 hours a day is it!

You must create time in your day, week and year to do
the stuff that you need to do.

How can you start to do this?

emails- open it, read it, reply to it / file it.

Manage your calendar — control it - if it is full of
meetings — review which ones you really need to attend

out time to work on your biggest 2 or 3 tasks

at your most time of day
(stop the phone ringing)

these are just a start — however — make a start right now
and you will feel better.

make your environment inviting & productive
get real about what you need to do
time is limited so manage it

f
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4. avoid procrastination

If | had to name one issue that can kill a career, destroy
your enjoyment of leadership, this would be right up
there.

Bottom line — procrastination saps the energy from you.
3 simple ways to get some traction — and traction is

what’s needed to get you moving — and moving leads to
more movement .

Action |
Understand this important point - will never ever
have information.

the decision on the

you have and

yes put in check points, stop points, get out points — but
decide to move forward - today

Action 2
Pick item — work out what the next is
and it.

little steps are fine — all points forward.
Action 3
The best part

your step — why do so many
people forget or neglect this step??

Drives me crazy!!
It doesn’t have to be big but must be personal.
make a decision

take a step
celebrate

Notes
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5. manage up
Most people have a boss (even if that is yourself)

In the same way you can help or hinder your team’s
performance — same goes for your leader so learn to
manage up as well as down.

Same goes for today’s flat business models, manage your
peers and their leaders.

3 steps to take that are so often overlooked.

|. Build a — yep, managers miss this one.

100% of my leaders/ managers /bosses have been

. They are just like you, have a job to do, have
good days and bad days. Problems at work and home.

Take the time to work out how they like to operate in
the same way you do with the people you lead.

2. Next — a nervous manager demands more from you,
manages more closely, asks for double or triple the
number of reports than normal.

Make them un - .. In the relationship,
you need to build . Gets everything
done and

3. What else?

Stop them ringing you and emailing you. How?

Work out what they and it to

them they

Give them updates at your timing and not theirs — when
you can better handle it and produce your best work.

build a relationship
trust makes things happen faster
get to them before they get to you

Notes
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6. delegate well

Yes, every manager and team leader has been to training
courses and trained in the simple art of getting other
people to do some work for you.

Loosely called delegation. So why do things go so wrong?
Why do you have to pick up the pieces?

Why can’t they get it right the first time?

Why do you have to spend a whole hour to get them
heading in the right direction when it is just a simple task?

Let me suggest to you that 90+% of problems are of the

leaders own creation — it wasn’t set up right to start with.

30 second review — what do you have to make sure of?

Give them the &

Make sure they have the

Tell them when it is

And there are others —

so what’s the 2 biggest actions that leaders can do
to get it right?

|. Don’t let them leave your meeting until they can:

tell you exactly what you want them to do and the most
important point;

they are doing it and it is important
to you, to the business unit and to the Company

2. Plan review times and places, yes but also:
Arrange with them how they would like you to make
contact if you have any concerns or just want an update.

Do they want an email? Do they want a tap on the
shoulder? Does screaming it out across the room
motivate them? Make it work for both of you.

get them to tell you why the task is important
plan checkups
agree how to communicate

Notes
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1. deal with difficult people.
Deal with difficult people means just that

with them — and now. Not later.
It means the longer issues are left to build, the harder it
is to with them.
At various times, behaviours require you to take formal
actions and you need to do that now, not later; usually
your Human Resources team have clear instructions and
support for those occasions.
So what options do you have to deal with people that
seem to be able to do the role, are capable of achieving
more than they are achieving but are just being difficult?
From my experience - difficult people are quite often un-

happy people.
You can use your training to put them on performance

plans, issue first and final warnings and that is appropriate.

why not try 2 options before it comes to that.

I. Fill their tank — they are most likely running on empty.
2. When possible, come along side them

Some ways When dealing with them;

first, then their point of view

Don’t leave until they believe you have
them.

Create opportunities for them to make a

Look for options to be

This does not mean weak leadership — however is an
option to test early on — early; that is the secret

feeling empty = few choices — shuts down
feeling full = has got options —is open

Notes
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