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Really??? 
Holy Cow…Did they really just give me the job I asked for? 

Presenter
Presentation Notes
Holy Cow…Did they really just give me the job I asked for?
How long do I have until they realize I haven’t a clue what I’m doing?
Wow! I’m in charge…Now what the heck do I do? 
 
Thoughts swirling around my head the day I was tossed into management, with little more than a prayer. It wasn’t until years later that I learned these thoughts were and still are quite common for those who find themselves suddenly in charge.
 
You see I arrived at work one day only to find that my boss had been fired. So I did what I thought any other 24 year old would do. I asked for her job. And you know what? They gave it to me! I had no idea that this particular moment would change my life forever. 
 
You’ll have to read the book to find out the ending to this story! Hint: I still have the scars. I learned many lessons along the way. The most important being, if you don’t manage up, you won’t have to worry about managing down, as you most likely won’t have a job! 
 
It may seem unnatural to manage those above you in the top-down world of business. But mastering this skill is exactly what must be done to excel in any organization. Legendary management visionary Peter Drucker wrote, “You don’t have to like or admire your boss, nor do you have to hate him. You do have to manage him, however, so that he becomes your resource for achievement, accomplishment and personal success.” 
 
In the world of work, there will always be “a boss,” Someone will always be above you who you need to go to for resources. This person may be an outside investor, the Board or may actually be the boss. They can help you succeed, or they can stand in the way of your success.
 
NY Life/Boston Beer Story: When do I get promoted so I don’t have anyone telling me what to do! I told this story when I was speaking in front of a group of executives from NYLife and the President was in the audience. We all chuckled as even he had someone telling him what to do!
 
This morning, I am going to reveal my top ten tips to help you manage up in the top down world of business so you can secure the resources necessary to be successful in any situation. Much of what I’m about to discuss, was learned the hard way. By sharing my experiences today, I’m hoping you’ll be able to take the express lane to the top of your organization and avoid situations that have derailed those who’ve come before you. 
 
So we are all on the same page, I believe it’s important that everyone understands that Managing Up isn’t about brown nosing nor is it about becoming the boss’s favorite. It’s about learning how to effectively manage relationships throughout the organization, so you can secure the resources needed to be successful in any situation. 
 
Think about some of the most successful people you know. What do they have in common? I often ask this question when I work with new leaders to help them achieve their full  potential. Here are the two most common responses I receive:
 
These people get others to do whatever they ask.
They somehow manage to get resources, regardless of the financial constraints put on the rest of the organization. These are the people that get additional staff, even though there is a company-wide hiring freeze or the ones who manage to get the newest computers, while others are receiving leftovers.
 
You can sit there and envy these people, or you can choose to learn their secrets and achieve the same results for yourself and your people.
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Decode Your Boss’s Management 
Style 

1. Gather information 
2. Assess your needs 
3. Create a relationship 

that works for both 
parties 

4. Maintain relationship 

 

Presenter
Presentation Notes
Tip Number One: You must decode your boss’s style of management
So important, dedicated entire chapter in my book to this subject. 
 
Do any of you remember those magical decoder rings inside specially marked boxes of Captain Crunch cereal? You know the kind that you used to fight your siblings for. Back in the good old days, those rings appeared to have had special powers. In my book Suddenly in Charge, I talk about how I wish I had kept one of those decoder rings found in cereal boxes, back when I was a kid. I could have used that ring a number of times throughout my career to decode my boss’s style.
 
It sure would be great if our bosses would adapt their leadership styles to meet our needs. Alas, that is never going to happen. That’s why it’s up to you to quickly decode your manager’s leadership style so you can adapt the way you interact with him or her.
 
Example: Suppose you work for the type of manager who prefers to be told just the facts, yet you feel compelled to give her a complete update of your every move? How do you think this story will end? Most likely it will not have a happy ending unless you are prepared to adapt your style to that of your boss.
 
Here are four basic steps for developing and maintaining effective relationships with bosses.
 
Gather as much detailed information about your boss’s goals, strengths, weakness’s and preferred working style.
Honestly assess your own needs in terms of personal style.
Use this information to create a relationship that meets the needs of both parties.
Maintain the relationship by demonstrating that you are dependable, honest, and respectful of your boss’s time.
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Volatility: New Workplace Norm 

•Departments merge 

•Meet your new boss…again 

•Boss of a colleague 

Presenter
Presentation Notes
Tip Number 2: Volatility in the workplace is the new norm. Deal with it!

As you view your career, you must take a 360-degree view as at any time you can be catapulted into a different part of the universe. How you emerge is up to you. You can huff and puff & moan and groan or you can emerge primed and ready for differing responsibilities and new relationships.
 
Relationships change based on juxtaposition. You may wake up tomorrow, only to find:
your department is being merged with another and 
your former subordinate is now your boss. 
Or you are now in charge of one of your colleagues.

Story: Saving Sherry from organizational suicide.
 
All of us are in the relationship business. That means that it’s important to be mindful of our interactions, as it’s our behaviors that matter, not our intentions. Make sure your behaviors match your intentions as you never know when you’ll find yourself in a relationship that you hadn’t counted on having.
 
Speaking of relationships…let’s talk about the game of office politics, which brings me to tip number 3
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Office Politics 

• How work really 
gets done in the 
office 

Presenter
Presentation Notes
Tip 3: Prepare to play the game of politics-Politics is played in every organization; so the sooner you learn how to play this game, the better off you’ll be. Before you begin writing your letter of resignation, it’s important to understand that politics isn’t just about manipulation. It’s about using power effectively. Politics is the informal way that things get done in an organization. 
 
Pay close attention to how work really gets done in the organization. Without a clear understanding of this information, you are basically working in a large gravel pit with only a small flashlight in your hand. I’m here today to shine a bright light on what really goes on in the bowels of every organization.
 
Power, is the ability to get things done through other people. People who master this game follow unwritten rules that allow them to maneuver swiftly through the organization to obtain scarce resources, approval of prized projects and promotions. Can you see now why it’s important to master this game?
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Three Ways to Build Trust 

 
1.Make and keep 

commitments 
2.Be consistent 
3.Be respectful 
 

Presenter
Presentation Notes
Tip 4: Trust me. It’s all about trust
How many of you have been able to have a successful relationship without trust? Just as I suspected. No one. In order to effectively manage up, you have to establish trust with those above you. Trust means confidence. When people trust you, they believe in your integrity and your abilities.
 
Think about someone you have high levels of trust with. What’s it like? How does it feel? Comforting and Safe are words that often come to mind. Now think about someone with whom you have a low-trust relationship with? Does the relationship flow smoothly or does it require lots of energy? Do you enjoy this relationship or do you go out of your way to avoid this person? So how does this specifically play out with the boss? 
 
Bank of trust: Make a deposit, you build trust. Make mistake & you’ve made enough deposits, that mistake (aka withdrawal) won’t bankrupt your career.

Here are three ways to build trust:
Make and keep commitments-Do what you say you will do
Be consistent
Be respectful
 
What is so interesting about trust is that trust with one, establishes trust with many. If your boss trusts you implicitly, then usually her peers will as well.
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Shine the Light on Others 

• Complement staff in 
front of others 

• Invite boss to 
celebrations 

• Have staff present to 
executive team 
 

Presenter
Presentation Notes
Tip 5: Shine the light on others-This is an area where I believe we can all use some improvement. Leaders often forget that they are no longer being measured on their own results. You are now being measured by how well the entire team performs. When your team looks good, you look great! Here are some ways you can shine the light on others.
 
Compliment staff in front of others. 
Invite the boss in to celebrate when you are recognizing one of your people for doing something great.
Have your people present their findings to the executive team so they have an opportunity to gain visibility and recognition. Just be sure to coach them prior to the presentation so they’re prepared for pushback from that one person who always seems to have something to say!

Remember, when your employees, shine you will shine as well.
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Managing Across the 
Organization 
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Building Productive 
Relationships 

1. All Relationships are 
built on trust 

2. First impressions count 
3. Jump in to help co-

workers out 
4. Be respectful 
5. Flex your style 
6. Listen more, talk less 
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Respect Vs. Love 

Presenter
Presentation Notes
Tip Number 6: Leadership isn’t about being loved. It’s about being respected.
Here are some ways this plays out:
Story: Yang & not wanting to do performance reviews

Company events can be troublesome for those who forget that respect trumps love every time! Here’s what can happen if you get a bit too cozy with those in attendance.
Colleagues rather than subordinates

In their quest to be liked, leaders drop their guards and become more informal with their employees than they should be and sometimes this happens when they are socializing with peers and the boss. Example: leader joins the group for Happy Hour. There is nothing wrong with sharing a beer with the team. However, things can quickly get out of hand when one beer leads to a six-pack. Before you know it, your are sharing drinking stories from their college days. Throw in a few shots of tequila, and all bets are off.

To effectively lead, your followers, the boss & peers must have a high regard for you. Sure, people may look up to you all evening, but will they still respect you in the AM?



Communicating versus commiserating
 
It is lonely at the top. Few people you can confide in regarding your hopes and fears. It can happen to the best of leaders – eventually they stop communicating and start commiserating with their executive team and sometimes with staff.
 
In these trying times, your team is looking for a leader. Someone who they are confident will be able to steer the ship through these choppy waters. The last thing they need to hear is a leader expressing doubt. Peers want to know that you are still carrying the company flag.
 
If you feel the need to vent then hire an executive coach or find people in similar positions through local associations, like this one, so you have a sounding board available when you need it. Then be sure you return to the business of communicating in a professional manner so you have the respect needed to be successful in the organization.
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Tooting Your Own Horn 
Myths: 
1. Your work speaks for 

itself 
2. People won’t like you if 

you brag 
3. It’s not ladylike to brag 

Presenter
Presentation Notes
Tip Number 7: You Have to Toot Your Own Horn to be Heard in a Sea of Cubicles.
 
Early on in my career, I mistakenly believed that simply doing a good job would be enough to get me noticed. I would sit in my cubicle, with my feet up on my desk, and dream about the day when I would be fielding competing offers from other divisions. Well, imagine my surprise when that never happened!
 
I am here to tell you that your performance alone will not take you to the top. Think about it: 
 
American Idol Example:
 
Runner up more successful than the winner. It’s how they leverage their brand.
 
Show of hands:
 
Season three winner of American Idol:
 
John Stevens
Fantasia Barrino
Jennifer Hudson
Jasmine Trias
 
The correct answer depends on how you define winner. While Fantasia Barrino was the official winner of American Idol, many might argue that the real winner was Jennifer Hudson. And she has the Oscar to prove it. If you’ve ever heard Hudson sing, you know she has no problems being heard!
 
Now think of colleagues or people you know who have done great work, yet never made it to the top of their profession. At the same time, you can probably list a number of average or even poor performers who seemed to get promoted, in spite of themselves. These people have built a fan base and I can guarantee it didn’t happen without some noisemaking.
 
The one that comes immediately to mind is how you are being asked to do more and more these days with less resources. I’m sure some of you have pulled off some amazing work, especially given your limited resources. Yet, who else knows about this? Are you the organization’s best kept secret?
 
�In my book, I talk about the six common myths regarding self-promotion. Here are three of them.
 
Myth #1: Your work speaks for itself. 
 
If all you needed to get noticed was great work, then why do so many great artists never get noticed until they die?
 
Myth #2: People won’t like you if you brag. 
 
Ann Latham story-regarding all of her exciting travels adventures, which she had never shared with me or her global clients. If she didn’t toot her own horn while driving home, I would have never discovered her adventurous spirit. I encouraged her to do the same with prospects and clients.
 
Myth #3: It’s not ladylike to brag. 
 
For years, women have stood back while their male counterparts shared their success stories with anyone who would listen. Today, women are competing at the same level as men. Therefore, it is necessary to play by the same rules, which includes letting others in the organization know what a valuable resource you are in the firm.
 
Here are some ways to toot your horn so your work is noticed:
 
1. Story telling-Here’s my story
 
When I completed my MBA, I quit my job and traveled around the world by myself. I had some amazing experiences on my adventure.
 
There. I just used some strategic bragging to tell you about three things in my life that most people don’t know about.
 
You now know:
 
I am a risk taker
World traveler
I have experienced many cultures first-hand.
 
What’s your story?
 
�2. Believe in yourself-Who is going to believe in you if you don’t believe in yourself? Deliver your message with conviction and confidence. 
 
Practice-the delivery of your story or the conversation you are about to have with the boss or with another leader. 
Ask a friend or a loved one to record you using a FlipCamera or a Smart phone that has video. 
Then play back the recording.
 
Now forget about how the camera adds ten pounds and instead, focus on how well you delivered the message or the story.
 
Did you come across as believable?
How well did you project your voice?
Keep practicing until the delivery matches the excellence of your story.
 
3.Create a master list of boastful moments-It sure gets harder to remember things as we get older. That’s why I recommend creating a list of some of your top talents and accomplishments. This will allow you to easily retrieve stories when you need them. 
 
I’ve got some tools you can use to do this. If you’re interested, hand me your business card at the end of the session and write on the back, “tools.” I will then send you the materials you can use to get started.
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Manage Your Own Performance 

 
• Prepare your own review 
• No news is not always 

good news 
• Ask for periodic feedback 
 

Presenter
Presentation Notes
Tip Number 8: Manage your own performance-Bosses are busy people and most would rather walk on hot coals than write a performance review. Prepare your own review, which should include ways you’ve added value to the organization as well as areas needing further development. Present this to your boss a week prior to your review, and don’t be surprised if what you get back closely resembles what you’ve submitted. 
 
Speaking of managing your own performance…don’t make the career ending mistake of believing that no news is good news. Go in and ask for feedback periodically, so you aren’t thrown for a loop when your boss sits down to tell you that you aren’t meeting her expectations, even though she’s never told you what they are!
 
Story of me and Joan
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There’s a New Boss in Town 

Presenter
Presentation Notes
Look who just rolled in!
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Younger Bosses-Older Workers 

 
 
 
 
 
 

Source: Career Builder Survey 

Age Percentage 
 

35 or older 43 
45 or older 53 
55 or older 69 

Presenter
Presentation Notes
Tip Number 9: Integrate the Generations
For those of you who are now working for a younger boss, I would advise you to reserve judgment. And for the rest of you, I would suggest listening closely, as you may find yourself in this position in the not-so-distant future, due to the aging workforce. 
 
Statistics: Career Builder Report-polled 5,200 workers & found the following:
 43 percent of workers who are 35 or older work under younger managers
53 percent of workers 45 and older have younger bosses; 
69 percent in the 55-or-over age bracket have a younger boss.
 
Interviewed C-level execs. from top organizations for book. Frank Guidara, CEO of Uno Chicago Grill shared the following with me on working for younger boss:
“You have a responsibility to teach your boss. If your boss succeeds, you succeed. Your boss fails, you fail.” 
 
As you can see, this has nothing to do with age.
 
Story: Popular children’s book authors who never had children.
 
Here’s an interesting fact: Some of the most popular children’s book authors never had children. That’s right, Louisa May Alcott, Dr. Seuss, etc. Yet, their lack of experience as parents didn’t interfere with their ability to connect with young children. And just because your boss doesn’t have years of experience under her belt, doesn’t mean she won’t go down in history as one of the best bosses you’ve ever had. But only if you give her a chance.
 
Here are some tips to get you started:
 
Shift your attitude. This person is your boss, not your enemy.
Acknowledge differences and openly discuss ways you can meet in the middle.
Keep your sense of humor. You may think it’s a bit humorous that when you mention Paul McCartney a younger boss might say, “Oh yeah, wasn’t that the guy with Wings?” Yet, chances are that unless you have a young person living in your house, you may not know who Justin Bieber is, or why he is getting so much attention. Luckily for you, the days of having to listen to your co-workers radio are long gone!
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Nurturing relationships 

Presenter
Presentation Notes
Tip Number 10: Continually maintain your relationship-Like any connection worth having, you will need to apply care and attention in order for the relationship with your boss and those above you to flourish. Continual maintenance is the key to sustaining relationships for years to come.
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Summary 
Navigating in the Top Down 

World of Business 

Decode boss’s management style Respect always trumps love 

Volatility in workplace is new norm Toot your own horn 

Understand office politics Manage your own performance 

It’s all about trust Integrate the generations 

Shine the light on others Nurture relationships 

Presenter
Presentation Notes
To Summarize: Here are my top ten tips :
 
You must decode your boss’s style of management
Volatility in the workplace is the new norm. Deal with it!
Prepare to play the game of politics
Trust me. It’s all about trust
Shine the light on others
Leadership isn’t about being loved. It’s about being respected
You Have to Toot Your Own Horn to be Heard in a Sea of Cubicles
Manage your own performance
Integrate the generations
Continually maintain your relationship
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Questions 

Presenter
Presentation Notes
 
Before we close, I’d like to ask if any of you have any questions.
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How to Reach Us 
• E-mail: Roberta@yourhrexperts.com 
• Newsletter signup: http://www.yourhrexperts.com/newsletter/ 
• Website: www.yourhrexperts.com 
• Order:Suddenly in Charge: Managing Up, Managing Down, 

Succeeding All Around (Nicholas Brealey, January 2011)A 
Washington Post Top 5 Business Book for Leaders  
 

• Follow us on Twitter: @matuson 
• Find us on Facebook: Human Resource Solutions 

 

Presenter
Presentation Notes
You have the tools you need to succeed. However, you must be willing to take risks and put your knowledge into action. I’d like to suggest that you begin by choosing one or two of these tips that I’ve provided today and before you know it you will be succeeding all around!
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