
Working	
  with	
  people	
  



People	
  are	
  your	
  most	
  important	
  asset.	
  	
  
If	
  your	
  mission	
  is	
  to	
  change	
  people’s	
  lives,	
  	
  

you	
  need	
  to	
  start	
  with	
  yourself	
  and	
  your	
  own	
  staff.	
  	
  
	
  



Define	
  staff	
  func@on	
  descrip*ons	
  and	
  qualifica*ons	
  	
  

	
  
	
  

	
  	
  

	
  



Key	
  ques*ons	
  every	
  employee	
  wants	
  answered	
  	
  
	
  

ü  “What	
  do	
  you	
  want	
  me	
  to	
  do?”	
  (Job	
  Descrip@on)	
  	
  
ü  “Will	
  you	
  give	
  me	
  what	
  I	
  need	
  to	
  do	
  the	
  job?”	
  (Resources	
  and	
  Training)	
  	
  

ü  “Will	
  you	
  tell	
  me	
  how	
  I	
  am	
  doing?”	
  (Evalua@on)	
  



The	
  value	
  of	
  job	
  descrip@on	
  	
  
	
  

ü  Clearly	
  defines	
  what	
  you	
  expect	
  from	
  employees.	
  	
  
ü  Helps	
  you	
  manage	
  people	
  realis@cally	
  and	
  know	
  what	
  to	
  delegate.	
  	
  

ü  Helps	
  employees	
  know	
  what	
  their	
  job	
  is.	
  	
  
ü  Helps	
  employees	
  know	
  how	
  much	
  @me	
  they	
  should	
  spend	
  on	
  each	
  part	
  of	
  

their	
  job	
  and	
  how	
  their	
  performance	
  will	
  be	
  evaluated.	
  	
  
ü  Helps	
  match	
  the	
  right	
  person	
  to	
  the	
  right	
  job.	
  	
  

	
  



Elements	
  of	
  a	
  job	
  descrip@on	
  	
  

ü  Title	
  	
  
ü  Supervisor	
  	
  

ü  Qualifica@ons	
  	
  
ü  General	
  descrip@on	
  	
  
ü  Responsibili@es	
  	
  

ü  Performance	
  criteria	
  
	
  



Revise	
  and	
  update	
  job	
  descrip2ons	
  at	
  least	
  yearly	
  and	
  review	
  the	
  
updated	
  versions	
  with	
  each	
  staff	
  member.	
  	
  

	
  



Staff	
  organiza*on	
  	
  
ü  There	
  is	
  no	
  one	
  right	
  way	
  to	
  organize	
  your	
  staff.	
  Organize	
  your	
  team	
  

according	
  to	
  your	
  needs.	
  	
  
ü  Every	
  publishing	
  group	
  needs	
  a	
  top	
  manager	
  with	
  a	
  team	
  comprised	
  of	
  

peers.	
  	
  
ü  Respect	
  team	
  members	
  and	
  give	
  everyone	
  an	
  opportunity	
  to	
  contribute	
  

according	
  to	
  their	
  giTing	
  and	
  skills.	
  	
  
ü  Always	
  look	
  for	
  ways	
  to	
  develop	
  people’s	
  giTs	
  and	
  help	
  them	
  grow.	
  

	
  



Finding	
  the	
  right	
  staff	
  	
  

ü  Start	
  with	
  the	
  right	
  editor.	
  Since	
  the	
  editor	
  selects	
  the	
  content	
  of	
  the	
  
publica@on,	
  this	
  is	
  your	
  most	
  important	
  decision.	
  	
  

ü  Avoid	
  adding	
  too	
  many	
  staff	
  members	
  too	
  quickly.	
  	
  
ü  Carefully	
  interview	
  poten@al	
  employees,	
  even	
  if	
  you	
  already	
  know	
  them.	
  

Get	
  interviewees	
  to	
  talk	
  more	
  about	
  what	
  they	
  have	
  already	
  done	
  in	
  
previous	
  jobs	
  (past	
  experience)	
  than	
  what	
  they	
  want	
  to	
  do	
  (future	
  hopes).	
  	
  

ü  To	
  find	
  good	
  employees,	
  look	
  for	
  people	
  everywhere	
  you	
  go	
  who	
  are	
  hard	
  
workers,	
  want	
  to	
  learn,	
  have	
  a	
  servant’s	
  heart	
  and	
  a	
  posi@ve	
  aXtude.	
  	
  

ü  Hire	
  for	
  character	
  and	
  train	
  for	
  experience.	
  	
  
	
  



Factors	
  involved	
  in	
  deciding	
  to	
  add	
  a	
  staff	
  posi@on	
  
	
  

ü  If	
  the	
  func@on	
  becomes	
  cri@cal	
  to	
  your	
  purpose	
  and	
  publica@on.	
  
ü  When	
  you	
  can	
  provide	
  enough	
  work	
  to	
  keep	
  them	
  busy.	
  	
  
ü  When	
  you	
  can	
  financially	
  afford	
  the	
  posi@on.	
  
ü  When	
  you	
  need	
  beYer	
  control	
  over	
  that	
  func@on.	
  

	
  



How	
  to	
  treat	
  your	
  staff	
  	
  

ü  Recognize	
  that	
  people	
  are	
  your	
  greatest	
  asset	
  and	
  the	
  key	
  to	
  your	
  future.	
  	
  
ü  Do	
  not	
  manage	
  by	
  fear	
  or	
  by	
  making	
  demands.	
  It	
  doesn’t	
  work	
  in	
  the	
  long	
  

term.	
  	
  
ü  Be	
  a	
  team-­‐builder,	
  not	
  an	
  authoritarian	
  dictator.	
  	
  
ü  Show	
  that	
  you	
  care	
  about	
  people	
  by	
  taking	
  a	
  personal	
  interest	
  in	
  each	
  

person	
  with	
  whom	
  you	
  work.	
  	
  
ü  Spend	
  more	
  @me	
  finding	
  the	
  good	
  in	
  people	
  instead	
  of	
  finding	
  fault.	
  

Compliment	
  oTen.	
  	
  
ü  Learn	
  to	
  listen.	
  	
  
ü  Let	
  people	
  be	
  a	
  part	
  of	
  the	
  decision-­‐making	
  process.	
  	
  
ü  Direct	
  communica@on.	
  
	
  



How	
  to	
  write	
  effec*ve	
  	
  
performance	
  goals	
  	
  

ü  What	
  do	
  you	
  want	
  them	
  to	
  do?	
  	
  
ü  When	
  should	
  it	
  be	
  done?	
  	
  

ü  Must	
  be	
  specific.	
  	
  
ü  Breakdown	
  goals	
  by	
  week,	
  quarter,	
  or	
  year.	
  

	
  



Evalua*ng	
  staff	
  performance	
  	
  
ü  Evaluate	
  the	
  quality	
  of	
  their	
  work.	
  	
  

ü  Iden@fy	
  areas	
  where	
  they	
  need	
  to	
  improve.	
  	
  
ü  Set	
  goals	
  for	
  future	
  performance	
  and	
  growth	
  opportuni@es.	
  	
  

	
  



How	
  to	
  conduct	
  an	
  evalua@on	
  

ü  Praise	
  strengths	
  first.	
  	
  
ü  Be	
  honest	
  about	
  areas	
  of	
  weakness.	
  	
  

ü  Evaluate	
  staff	
  members	
  at	
  least	
  once	
  a	
  year.	
  	
  
ü  Conduct	
  the	
  staff	
  evalua@on	
  in	
  a	
  relaxed	
  and	
  private	
  seXng.	
  	
  

ü  Use	
  an	
  evalua@on	
  form	
  and	
  give	
  the	
  staff	
  member	
  a	
  copy	
  of	
  the	
  
completed	
  form	
  when	
  done.	
  

	
  



Working	
  with	
  volunteers	
  	
  
ü  Treat	
  volunteers	
  with	
  the	
  same	
  respect	
  as	
  staff	
  members.	
  	
  

ü  Show	
  apprecia@on	
  to	
  volunteers	
  in	
  prac@cal	
  ways.	
  	
  
ü  Offer	
  them	
  opportuni@es	
  to	
  learn	
  and	
  grow	
  in	
  the	
  job	
  skills.	
  
ü  Conduct	
  an	
  informal	
  performance	
  evalua@on	
  with	
  volunteers.	
  




