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Expand your professional career skills by combining several  
Quick Skills books into your own customized learning plan.

Skills for the First-Time Supervisor

New supervisors face similar challenges. While used to being 
responsible for their own e orts  the  often feel nervous about 
being udged b  the wor  of those under their supervision. his 

uic  preparator  course focuses on e  concepts and abilities.

Customer Service

utting the customer rst is how ou eep current customers  
and entice new ones to use our compan s products or services. 

iving customers what the  want  increasing customer lo alt   
and eliminating customer dissatisfaction is the focus of this boo .

What Your Employer Expects 

tarting out strong is important for an  newl hired emplo ee   
and enhancing our s ills  behaviors  and attitudes that emplo ers 
want is the e  to long term success. ou will learn strategies and 
receive recommendations and guidelines to assist in this process.

Handling Conflict

nderstanding wh  con ict arises and how to better manage 
it is a s ill that can be learned  however  the process re uires 
understanding oneself and others. With this boo  ou will  
cultivate the s ills necessar  for handling con ict in an e ective  
and constructive manner.

Watch for these upcoming Quick Skills Series books
  ntrepreneurship ills    ecision a ing and roblem olving   

  eamwor     Managing Change    elf Management and oal etting   
  ttitude and elf steem    dvancing our Career

Quick Skills Series



 mplo abilit  s ills  sometimes called soft s ills  have become 
the hard s ills of toda s wor force. he  are the power s ills that  
di erentiate e ceptional emplo ees from onl  ade uate emplo ees. 
With powerful emplo abilit  s ills  ou will rise faster and further 
in our career.
 mportant research conducted b  arvard niversit  the 
Carnegie oundation and tanford esearch Center concluded 
that  of ob success comes from having well developed 
emplo abilit  s ills  and onl   of ob success comes from 
technical s ills and nowledge  previousl  nown as the hard 
s ills. mplo ers worldwide sa  that man  applicants do not 
possess acceptable emplo abilit  s ills and  therefore  are 
unprepared for wor  in a fast changing  technological societ . 
 upervision of others is an emplo abilit  s ill that ou ma  
be e pected to perform as ou advance in our career. Whether 
leading a team of assembl  wor ers  medical sta  salespeople  
transport drivers  agricultural emplo ees  culinar  professionals  
o ce support sta  or other group new supervisors often face 
similar problems.
 s a supervisor  ou will be responsible for the wor  of 
subordinates. our success will depend  to a great degree  on  
their success. ou will be e pected to maintain high productivit  
within the group while also managing individuals of di erent 
ages  s ill levels  education  bac grounds  and ethnicities.  
n toda s fast paced  technolog oriented organi ations  new 

supervisors need to be e ective from da  one. With Skills for 
the First-Time Supervisor   ou will focus on e  concepts 
and abilities that are basic to an  supervisor  position.

CONTACT US FOR ADDITIONAL INFORMATION AND PRICING:

csp@careersolutionspublishing.com

(888) 299-2784
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You re ver  good at the wor  
ou do. he managers of our 

organi ation recogni e our abilit  
and in due time the  promote ou. 
Now ou re a boss ourself  and 

ou re supervising others a great 
achievement!

If this familiar scenario applies  
to ou  our 

nowledge 
of the ob  
plus the wor  
s ills ou ve 
alread  
developed  
will help ou 
lead others 
to superior 
performance. 

oon ou ll discover  however  that 
understanding how to do the wor  

ourself is onl  a fraction of our 
ob as a supervisor. here s so much 

else ou need to now. or instance  
how do ou encourage others to be 
as committed to the wor  as ou are  

ow do ou instruct emplo ees and 
correct their mista es without ma ing 
them resent ou

If ou re in a t pical . . rm  
our tas  as a supervisor is made even 

more challenging b  the diversit  of 
the wor force. Individuals of ispanic  

frican merican  and sian heritage 
ma e up more than  percent of the 
civilian labor force  and the percentage 
continues to increase. Women hold 
close to half of all obs  and that 
proportion too is rising. verall  the 

merican wor force is older and better 
educated than ever before  but there 
are large gaps between the high s illed 
and the low s illed.

What do these numbers mean  
he  suggest that  as a supervisor  
ou ll probabl  be responsible for 

leading people who are ver  di erent 
from ou  not 
onl  in their 
degree of 
training  but 
also in their 
schooling  
their heritage  
and their 
cultural 
outloo .  
In this 

situation  ou can t ust wing it.   
ou need the s ills of a supervisor.

his boo  will help ou identif  
and develop those s ills. o begin  tr  
the self assessment on the ne t page. 

or each statement  mar  the response 
that best applies to ou.

Introduction

Skills for the First-Time Supervisor

 I will pay more for the  
ability to deal with people  
than for any other ability  

under the sun.

— JOHN D. ROCKEFELLER

Business Leader
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If ou chec ed ometimes  or Never  for an  of 
the above items  this boo  will help ou improve 
in those areas. If ou chec ed ften  in ever  

instance  ou ma  still nd that ou have more to 
learn. ven e perienced supervisors need to eep 
learning in order to meet new challenges.

What is our perception of the s ills needed to be a successful supervisor  o nd out  tr  the assessment 
that follows. or each statement  mar  the response that best appeals to ou.

   Often Sometimes Never

 . I li e facing new challenges at wor . � � �

 . I don t mind assuming responsibilit . � � �

 3. I adapt well to different situations. � � �

 . I manage m  time efficientl . � � �

 . I m good at organi ing tas s and delegating them to other people. � � �

 . I can plan out a pro ect successfull  from beginning to end. � � �

 . I m good at solving tough problems and ma ing difficult decisions. � � �

 . I now how to get other people motivated. � � �

 . I m a good  careful listener. � � �

 . I can criti ue people s wor  without offending them. � � �

 . I can handle rapid change without getting upset.  � � �

 . I m good at settling conflicts between others. � � �
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Workshop 1: Being a Supervisor

Here, you will learn to

What’s Inside

 appreciate the reasons  
for being a supervisor  

 describe the functions  
of a supervisor 

 improve our time  
management s ills

Mara is a carpenter with Walls 
Construction Compan . he 

wor s on a team that does interior 
woodwor  on custom built homes. 

he s proud of her wor  and her 
supervisor  an  fre uentl  praises 
her e orts.

ne morning she gets a message  
to report to the rm s vice president  
and this worries her. Did she do 
something 
wrong   
If there s a 
problem  wh  
didn t she  
hear about it 
from an

She enters 
the o ce of  
Mr. lgo ine  
who is standing behind his des .  

es  sir  Mara sa s softl .  
ou wanted to see me

ncouragingl  the vice president 
motions her to a chair. I hear ou do  
a nice ob  he tells her. I ve loo ed  
at our wor  m self  and I li e it.  

our obs are done on schedule  and 
the customers are happ . What I want 
to now is  could ou turn out a whole 
house li e that

n entire house  Well  I ve done 
all inds of woodwor cabinets  
baseboards and with enough time  
I m sure I

I don t mean b  ourself   
Mr. lgo ine interrupts. I mean as 
crew chief. We re transferring an  
to another pro ect  and he sa s ou re 
the one to ta e over  even though 

ou re the oungest on the crew.
Mara is ama ed and pleased  but 

still ver  nervous. erself a crew boss  
er head spins.

Since ou don t have supervisor  
e perience  ou ll 
have to learn fast  
Mr. lgo ine goes 
on. “But we believe 

ou can do it. ou ll 
get a  percent 
raise  b  the wa .

Mara pulls 
herself together 
and expresses her 

than s for the con dence the rm has 
shown in her. But as she leaves the 
vice president s o ce  she is thin ing  
“Wow! ow am I going to handle this

Being A Supervisor
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A Step Up

i e Mara  people who are good at their obs often 
nd themselves being promoted to supervisor  

positions. But even when ou ve been expecting it  
the new position can seem daunting. Some of the 
emplo ees under our leadership ma  be older and 
more experienced than ou are. Moreover  ou will 
now be udged not ust b  our own performance   
but b  the performance of all the people ou are 
overseeing.

iven the complexities of a supervisor  position  
some people decide the  don t want the promotion. 

he d rather do more limited obs  ta e the pa chec  
and go home without extra worries. he rst issue 
to address in this wor shop  then  is wh  ou should 
want to be a supervisor.

Why Be a Supervisor?

here are some obvious advantages to being  
a supervisor

  
B  long established practice  those who 
manage other people are paid more often 
considerabl  more than those who manage 
onl  tas s or machines. he  ma  also receive 
superior bene t pac ages better insurance  
for example.

 Increased status. Supervisors have 
higher status in the compan  than base
level wor ers. he  are treated with greater 
respect. erhaps the  have “per s  such  
as extra vacation.

 Power. Supervisors have power over 
others over their obs the  do  how the  
spend their time at wor  and over whether 
the  are promoted or red.

 Career advancement.  supervisor  
position is t picall  the rst step in a rise  
up the corporate ladder.

Most people en o  increased status and power  and 
ever one li es a higher salar . If these are our onl  
reasons for becoming a supervisor  however  ou 
ma  be ill suited to the ob. ood supervisors en o  
their positions for more subtle reasons  such as these

 The joy of meeting challenges. Successful 
supervisors ta e pleasure in facing and 
solving new problems. he  en o  obs that 
aren t routine.

 The chance to help the organization  
meet its goals. s a supervisor  ou can 
have a ma or impact on our rm s success.

 A greater sense of accomplishment 
in one’s work. s our ob becomes more 
signi cant to the overall success of the rm  

ou feel a sense of pride and accomplishment. 
his feeling can raise our self esteem and 

in uence our entire attitude toward life.
ou ve probabl  nown one or two supervisors 

who didn t care much about meeting challenges 
and helping the organi ation reach its goals. he  
focused onl  on sel sh bene ts such as mone  and 
power. What did ou thin  of them as supervisors
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A C T I V I T Y  1 . 1

Workshop 1: Being a Supervisor

A Supervisor You Have Known

Think of a person you consider a successful supervisor. This could be someone for whom you have worked,  
or it could be a school or training leader. Once you have identified such a person, answer the following questions 
about him or her.

1. Why do you think this person was given a supervisory position by the organization? Was it just seniority,  
or did the person have special qualities and talents?

 ___________________________________________________________________________________________

 ___________________________________________________________________________________________

 ___________________________________________________________________________________________

2. Do you think this person enjoys being a supervisor? Why or why not? That is, what aspects of the job  
does the person especially like or dislike?

 ___________________________________________________________________________________________

 ___________________________________________________________________________________________

 ___________________________________________________________________________________________

3. Would you enjoy doing this person’s job? Why or why not?

 ___________________________________________________________________________________________

 ___________________________________________________________________________________________

 ___________________________________________________________________________________________

4. What major personality traits do you share with this supervisor you have identified? In what ways are  
you different?

 ___________________________________________________________________________________________

 ___________________________________________________________________________________________

 ___________________________________________________________________________________________
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Functions of a 
Supervisor

Now that ou ve begun to thin  about wh  ou 
might want to be a supervisor  it s time to consider 
the functions for which a supervisor is responsible. 

hese can var  of course  from compan  to 
compan  and from one supervisor  position to 
another. Commonl  however  a supervisor s wor  
includes the tas s described in the following list. 

or each tas  note the t pical uestions that the 
supervisor has to answer.
1. Setting goals and planning. Whether  

the supervisor is in charge of a small 
team or a large group  one tas  is 
to establish goals for the wor  and 
then devise a plan to achieve those 
ob ectives. Sa  the team is producing 
computer motherboards. In the 
short term  how man  boards 
should it produce in a da  
In the long term  
what are the wa s 
to improve output 
and ualit  What 
are the steps for reaching 
these goals  When and 
how should each step be ta en

2. Organizing the work and assigning tasks.  
Sa  there are ten tas s to be done. ow will the  
be divided  ow man  people will be assigned 
to each  Which people   supervisor ma es 
these choices.

3. Controlling work performance. After 
planning and organi ing  the supervisor must 
set up a control process to ensure that the  
wor  actuall  gets done according to plan.  
What chec s will ensure that a pro ect sta s  
on schedule  ow will the nal product  
be inspected for ualit  ow will costs  
be controlled

4. Making decisions and solving problems. 
rom the planning stage forward  the supervisor 

is constantl  ma ing decisions and solving 
problems that arise. ften the supervisor has 
to cope with unexpected situations. Sa  the 

production line snags and one e  emplo ee 
is sic  but the schedule still has  
to be met how can this di cult   
be handled

Did you know?
or man  ears  educators have emphasi ed the role of teachers  expectations in student achievement. 

When teachers expect their students to succeed  the students often do. If teachers thin  their students 
are doomed to fail  however  the students often live up to those expectations.

he same ind of self fulfilling prophec  has been found in the business world. Supervisors who set 
high goals and expect high performance from their subordinates generall  get better results than those 
who expect little. he goals have to be realistic  of course  and the emplo ees have to now that their 
efforts are appreciated.


