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Objectives 

▶ Gain insight on developing mentoring or coaching programs. 

▶ Identify strategies for ongoing involvement through the year. 

▶ Apply best practices in the management process. 

▶ Share ideas and experiences with other managers. 

▶ Obtain a complete resource kit of tools to try with their staff. 

 





Key Areas of Competence 



https://youtu.be/XrnfSeMXSO0 



Effective Communication 

▶ Know yourself!   
▶ https://www.vitalsmarts.com/styleunderstress/ 

▶ Understand personality types  

▶ Myers Briggs Type Indicator (MBTI)  

▶ Gallup Strengths Finder 

▶ Traitify.com 

 



Effective Communication 

▶ Create a supportive environment  

▶ Encourage growth & development  

▶ Adopt a collaborative mindset 

▶ Be consistent  

 



Effective Communication 

▶ Give more time – talk in person more frequently, not over email 

▶ Listen to understand, not to respond 

▶ Give plenty of notice about meetings and deadlines 

▶ Allow employees to contribute to their own development discussions  

▶ Provide timely feedback & correlate to future goals and plans  

▶ Follow up & follow through  

 

 



Creating SMART Goals 

http://hr.richmond.edu/performance/pdf/smart-goals-worksheet.pdf 
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Crucial Conversations & 
    Conflict Resolution 

▶ Focus on what you really want from the conversation,  
▶ whether it’s for yourself, for them, for your organization 

▶ Give questions to employee ahead of time 

▶ Create a safe & private environment  

 



Crucial Conversations & 
    Conflict Resolution 

▶ Listen, paraphrase & ask   

▶ Be mindful of body language & tone 

▶ Assign measurable tasks or projects 

▶ Review who will do what next, who will follow up, and when you will meet 
again 

 



Reward Systems 



Reward Systems 

▶ Thank you notes – public recognition 

▶ Food 

▶ Parking privileges 

▶ Time off; double breaks 

▶ Lottery tickets; movie tickets 

▶ Adult education class payment 

▶ Celebrate birthdays and work anniversaries 

 



Other Resources 

▶ ALA Toolkit - http://www.ala.org/llama/nps-toolkit#Managerial 

▶ LID Publishing, Managing Performance, Appraising, and Engaging Employees 
▶ Action checklists, do’s and don’ts, GROW, BOOST, LEARNT, E2C2   

▶ Jeffrey Russell & Linda Russell, Fearless Performance Reviews: Coaching Conversations… (2014) 
▶ Coaching preparation guide 

▶ Paul Falcone, Performance Appraisal Tool Kit (2013) 
▶ Samples: forms, narratives, memos, talking points 

▶ Paul Falcone, 101 Tough Conversations to Have with Employees (2010) 

▶ Paul Falcone, 101 Sample Write-Ups for Documenting Employee Performance Problems (2010) 

▶ Paul Falcone, 2600 Phrases for Effective Performance Reviews (2005) 

▶ Paul Falcone, 2600 Phrases for Setting Effective Performance Goals (2012) 



Your Goal 

▶ To be a great supervisor 
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▶ To coach, mentor, and guide team members  in 2017 to reach their full potential, 
by 

▶ Encouraging staff to prepare for their professional development 
▶ Regularly checking in (and define regularly!) 
▶ Providing meaningful feedback in a timely manner 
▶ Documenting communications to ensure understanding and commitment 
▶ Listening to staff concerns and communicating solutions 



Thank you! 

▶ Suzanne Corriell 

▶corriell@gmail.com 

 

▶ Amy O’Connor 
▶aoconnor35@gmail.com   
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