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Supervisors not only oversee the duties performed by their staff, but they also establish the tone for their unit by 
setting a positive example.  Employees are much more likely to commit to the success of their team if they have a 
supervisor who they hold in high esteem.  The following tips will help you be the kind of supervisor your staff will 
admire.    
 
Arrive on time daily:  Set a good example.  If you expect your staff to arrive on time, you should too. 
 
Avoid leaving the office early on a regular basis:  Employees will resent a supervisor who is frequently leaving 
work early while they are meant to stay the entire day and perform the work that is essential for office to function. 
 
Look the part:  Show your staff that you take your position seriously by wearing clean, pressed clothing that is 
appropriate for the types duties your department performs and matches your level of responsibility.  
 
Do not ask your staff to perform duties that are not work related:  It is inappropriate to ask your employees to 
run personal errands for you.  In addition to promoting resentment and frustration amongst your staff, there are po-
tential conflicts with Personnel Commission rules and negotiated union contracts. 
 
Help out:  If the office is engaged in a challenging project or if it is a busy time of the year, demonstrate that you 
are part of the team by helping out.  Your willingness to do so will show your commitment to the staff. 
 
Take ownership over problems that emerge:  If a problem emerges amongst your staff or if a project is not suc-
cessfully completed, as a supervisor the responsibility ultimately lies with you.  Do not use problem staff members 
as a scapegoat.  Take ownership over the problem and then make the necessary moves to rectify the issue.  If a dif-
ficult employee needs more training or monitoring, take it upon yourself to handle the matter. 
 
Resist micromanaging:  While it is important that you check in with your staff regularly and that your provide 
coaching or training when necessary, do not micromanage your employees.  Give them the space they need to take 
responsibility over their duties. 
 
Demonstrate that you are trustworthy: Employees are much more likely to support your leadership if they feel 
you lead with integrity and if they know that they can rely on your word.  Follow through with the promises you 
make and create an environment in which staff members feel comfortable coming to you with their concerns. 
 
Show you care:   Although it is not necessarily appropriate for you to be buddies with staff members, it is impor-
tant to communicate to your employees that you care about them as individuals.  Get to know your staff members 
and when appropriate try to accommodate their needs.   
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