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Getting
Started

Office politics, or work politics, are the
strategies and procedures that
employees use to function and

advance in a work setting.



= Understand the purpose and
benefits of office politics

= Setting boundaries and ground

WorkShOp \Of_ rules for new employees

ObjECtiVES ‘= = Learn to interact and influence

among colleagues

= Determine how to gain support
and effectively network







MODULE TWO

New Hires

Once new employees are brought onboard, they are often
given vital information and skills needed to succeed in the

group.




Company Core Values

What the core values are

How these values are enacted

What kind of results and productivity
are valued




Building
Relationships

e C(Create self-awareness

e Establish roles as
manager and
employee

e Encourage
communication




Encourage Respect

Other people's Different
privacy viewpoints

Philosophies
and beliefs

Personality



Setting
Ground Rules |

e Dress code and attire

e Behavior and tolerance

e Chain of command




= Company Core Values

Practical \Of_ = Building Relationships

lllustration 4 = Encourage Respect

= Setting Ground Rules




Module Two: Review Questions

1. What information should be included when talking about

a company’s core values?




Module Two: Review Questions

2. When is the best time to introduce a company’s core

values?




Module Two: Review Questions

3. Being aware of how you appear to others is also known

dsS.




Module Two: Review Questions

is one way of encouraging relationship

building.




Module Two: Review Questions

5. Honoring an employee’s personal beliefs is a sign of




Module Two: Review Questions

6. How much respect is due over a manager’s entire group

of employees?




Module Two: Review Questions

7. Besides providing the information upon orientation, where else can

a new hire find company ground rules and guidelines?




Module Two: Review Questions

8. Which of the following is a set of ground rules introduced

to new hires?




Module Two: Review Questions

9. Why is it important to develop good relationships with

newly hired employees?




Module Two: Review Questions

10. Respect includes consideration for:







MODULE THREE

It’s About Interacting and

Influencing

The key to maintaining good politics is to know how to
interact with each other and influence the employees
under your management.




Dealing With Different
Personalities

Complainer

Gossiper

Know-it-all

Nosey Neighbor



Build a
Culture of
Collaboration

e Listen and observe
your employees

e Be diplomatic

e Keep private matters
private




Be Nice to Everyone (Not Just
Those Who Can Help You)

e Stay neutral
e Don’t get involved in office gossip or hype

e Watch for red flags among employees




Be a Team
Player

e Provide
encouragement and
motivation to your
employees.

e Show empathy for
another worker’s
problems or needs.




= Dealing With Different
Personalities

PraCticaI \Of_ = Build a Culture of Collaboration

"IUStratiOn & = Be Nice to Everyone (Not Just
Those Who Can Help You)

= Be a Team Player




Module Three: Review Questions

1. Which of the following is a common office personality

type?




Module Three: Review Questions

2. What is the benefit of having different personalities

working together?




Module Three: Review Questions

3. What is a common problem that arises when companies

increase their number of employees?




Module Three: Review Questions

4. What is the primary goal when forming a collaboration?




Module Three: Review Questions

5. As a manager, employees should feel comfortable enough

to:




Module Three: Review Questions

6. What is one method of preventing cliques and groups in

the office?




Module Three: Review Questions

7. What is one key point to being a team player?




Module Three: Review Questions

8. How does the team player believe the group can get

ahead?




Module Three: Review Questions

9. What is a trait of the office bully?




Module Three: Review Questions

10. What is a trait of the office apple polisher?







MODULE FOUR

Dealing With Rumors, Gossip,

and Half-Truths

When people come together, problems such as rumors and
gossip can arise and spread quickly.




Its Effects on Morale

Although office conflicts can arise, frequent
gossip, rumors or even informal comments can
demoralize any employee.




Reinforce
the Truth
With Facts

Pull groups together
to talk about the
incident.

Open the door for
communication.




Deal With it Swiftly

Refusing to engage in a rumor or piece of gossip
won’t likely end its cycle through the office.




Do Not
Participate

Participating in the
rumor mill not only
perpetuates it, but you
discredit yourself.




= |ts Effects on Morale

Practical = Reinforce the Truth With Facts
"IUStratiOn = Deal With it Swiftly

= Do Not Participate




Module Four: Review Questions

1. What is one way gossip and rumors can affect employee

morale?




Module Four: Review Questions

2. If the morale of the team drops, what is one consequence

that could happen?




Module Four: Review Questions

3. Gossip/rumors/half-truths can be a result of what?




Module Four: Review Questions

4. What is one way to stop gossip and rumors?




Module Four: Review Questions

5. What is one consequence of participating in gossip?




Module Four: Review Questions

6. What is the best way to stop rumors and gossip at work?




Module Four: Review Questions

7. What is purpose of telling the gossiper that you will not

spread the rumor?




Module Four: Review Questions

gossip is addressed; the

problem can be resolved.




Module Four: Review Questions

9. One of the best ways to stop the rumor mill is:




Module Four: Review Questions

10. What is slang for rumors and gossip?




depress, power to
>SS.

Paul Harris




MODULE FIVE

Office Personalities ()

Managers should understand these different types and
know how to handle them in the workplace.




Complainer

Try to keep their views in
perspective

Direct their negativity toward
more positive views

Instead of listening to their
opinions, form your own




Gossiper

e Avoid engaging in
their gossip or
rumors.

State that you are not
interested in what
they may have to
offer.




Don’t try to Don’t take

challenge their remarks
them personally

Avoid trying
to please
them




Negative
Ned/ Nancy

e Avoid trying to simply
find a solution since
they will dismiss them.

e Stick with the facts.

e Avoid arguing with
them or trying to
correct them.




= Complainer

Practical \Of_ = Gossiper

lllustration 4 = Bully
= Negative Ned/ Nancy




Module Five: Review Questions

1. The complainer personality loves spreading what?




Module Five: Review Questions

2. What is one negative effect a complainer can have on

other employees?




Module Five: Review Questions

3. What is one way to handle the office gossiper?




Module Five: Review Questions

4. What is a negative consequence gossiper’s face?




Module Five: Review Questions

5. When confronted with a bully, do not try to

them.




Module Five: Review Questions

6. What is one characteristic of a bully personality?




Module Five: Review Questions

7. Negative Ned/Nancy sees the

In every

situation?




Module Five: Review Questions

8. What is one way to handle a Negative Ned/Nancy?




Module Five: Review Questions

9. Which personality type believe facts equal power?




Module Five: Review Questions

10. Which personality type Invades personal space?




UNdae

ey wiiv b
. ot ity )
WA AR N
) o v 4
ok Tk
.a YYRTANL o
. :

sf.ﬂ.J\A 11.\.r
v bt ol

ty can be

li

s persona




MODULE SIX

Office Personalities (ll)

Every employee is unique and brings their own personality
to the office.




Information Keeper

e Realize it’s alright to ask for their help, but
don’t let them control the situation.

e Don’ttry to correct them or get them to
change their mind.

e Don’t try to compete with them.




Know-It-All

e Keep them focused on
the task or information
needed.

e Don’t be afraid to ask
for their help, but keep
it work related.




Always speak
with this person
in private

Find what the
employee really
needs

Avoid giving flat
out rejection




Nosey
Neighbor

e Answer their prying
questions with as few
facts as needed.

e Remain friendly but
don’t feed into their
need for information.




" |nformation Keeper

Practical \Of_ = Know-It-All

I"UStratiOn ‘S = The Apple - Polisher
= Nosey Neighbor




Module Six: Review Questions

1. Unlike know-it-alls, information keepers tend to do what

with their information?




Module Six: Review Questions

2. Information keepers gather knowledge on what subjects?




Module Six: Review Questions

3. Know-it-alls can become hard to work with because of

their




Module Six: Review Questions

4. When confronting a know-it-all, it is important not to do

what?




Module Six: Review Questions

5. The apple polisher often volunteers and compliments

others because they fear what?




Module Six: Review Questions

6. What is one way to handle an apple polisher?




Module Six: Review Questions

7. What is the best way to handle nosy neighbors’ personal

guestions?




Module Six: Review Questions

8. Nosey neighbor personalities often believe they are being

, hot invasive.




Module Six: Review Questions

9. Information keepers are similar to




Module Six: Review Questions

10. What is another name for the Apple polisher?







MODULE SEVEN

Getting Support for Your Projects

Gain support by building relationships with the staff,
making allies that can give you a boost, and showing others
what you have to offer.




Gain Trust Through
Honesty

e Be polite and honest with coworkers.

e Be open with others and don’t be afraid to

‘tell it like it is” rather than beat around the
bush.

e Don’t use deception and lies, or ‘bad’ politics
to get ahead.




Be Assertive

Be confident, but not
arrogant.

Don’t be afraid of
rejection or criticism.




Blow Your Own Horn

One of the best ways to gain support for your
cause is to let others know what you have
accomplished or what you can bring to the table
in the future.




Make Allies

e Alliances are not built
overnight. Be
committed.

e Offer your time to help
other departments and
managers.




" Gain Trust Through Honesty
Practical = Be Assertive

"IUStratiOn = Blow Your Own Horn
= Make Allies




Module Seven: Review Questions

1. Using doesn’t contribute to making

honest relationships in the office.




Module Seven: Review Questions

built on trust and honesty will gain support

over time.




Module Seven: Review Questions

3. Being assertive includes not being afraid to express what?




Module Seven: Review Questions

is an important characteristic of being more

assertive.




Module Seven: Review Questions

5. It is important not to lie about accomplishments because




Module Seven: Review Questions

6. There is a fine line between blowing your own horn and




Module Seven: Review Questions

7. It is important to stay committed to other employees

since allies are not gained




Module Seven: Review Questions

8. One way to gain allies is to do what?

| | |




Module Seven: Review Questions

9. Gain support by :

| | |




Module Seven: Review Questions

10. Be confident, but not







MODULE EIGHT

Conflict Resolution

As a manager, it is your responsibility to identify these
conflicts and make sure they are resolved as soon as
possible.




The Importance of
Forgiveness

e Enables one to feel more empathy toward
the other party.

e Allows the opportunity to repair any damage
to the relationship(s).




Neutralizing
Emotions

Remind the
employee(s) of their
positive attributes

Offer solutions you can
personally provide




The Benefits of a
Resolution

e Requires the employee(s) to take ownership
of their own actions.

e Allows people to listen to each other and
consider different point of views.




The
Agreement
Frame

e Allow both parties to
speak and encourage
using the above
mentioned key phrases

Make employees focus
on what they want in
the solution




= The Importance of Forgiveness

Practical \Of_ = Neutralizing Emotions

I"UStratiOn ‘'S » The Benefits of a Resolution

= The Agreement Frame




Module Eight: Review Questions

1. What is the importance of forgiveness in conflict

resolution?




Module Eight: Review Questions

2. Forgiveness enables each party to feel toward

one another.




Module Eight: Review Questions

3. When neutralizing emotions, what is a key step the

manager should take?




Module Eight: Review Questions

4. Once emotions are neutralized, the conflict can be

observed




Module Eight: Review Questions

5. What is one benefit of conflict resolution?




Module Eight: Review Questions

6. Another benefit of conflict resolution is the fact that it

allows each party to




Module Eight: Review Questions

7. Which of the following phrases should you use during the

agreement frame?




Module Eight: Review Questions

8. Negative adverbs, such as should not be

used during the agreement frame.




Module Eight: Review Questions

9. Draw attention away from the negativity of an argument

by




Module Eight: Review Questions

10. Which is a benefit of forgiveness?
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MODULE NINE

Ethics

Ethics is a set of standards to judge right from wrong. In the
workplace, it can refer to the act of fair competition, acting
honestly and treating coworkers and management
respectfully.




Benefits of an Ethical
Environment

Promotes open
communication Report

misconduct




Lead by
Example

e Managers are to
uphold the ethical
standards for the
entire company.

e Employees look to you
for guidance.




Ensuring Ethical
Behavior

N
Reward programs

Discipline plans

Training sessions




Addressing
Unethical
Behavior

e Speak directly with the
employee, preferably
In private.

e Adhere to the
company policy and
the consequences
stated.




= Benefits of an Ethical Environment

Practical = Lead by Example
"IUStratiOn = Ensuring Ethical Behavior

= Addressing Unethical Behavior




Module Nine: Review Questions

1. What is one benefit of an ethical work environment?




Module Nine: Review Questions

2. Employees are more likely to work harder if they know

their manager follows what?




Module Nine: Review Questions

3. Good ethics are normally noticed where first?




Module Nine: Review Questions

4. Managers must always be up to speed on what

information?




Module Nine: Review Questions

5. What is one method companies use to ensure ethical

behavior?




Module Nine: Review Questions

6. Some companies use training sessions to help ensure

ethical behavior, which can include what?




Module Nine: Review Questions

7. What is one of the first steps to addressing unethical

behavior at work?




Module Nine: Review Questions

8. When a manager is unsure how to address unethical

behavior, where can they look it up?




Module Nine: Review Questions




Module Nine: Review Questions

10. An office that creates an environment is

an office where employees can feel safe and trusted.




V' / |

’ ﬂglérw\wins games, but teamwork and intelligence win

championships.

Michael Jordan



MODULE TEN

You Are Not an Island

Never forget to look to your team of employees and
partners in upper management, as no one can manage
everything by themselves.




Never Burn a Bridge

Leave with notice, if possible

Do not leave in anger

Thank the manager or HR




Take the
High Road

e Think about the kind of
person you want
others to see— show it
In your actions

e Remember that we all
have disagreements
and make mistakes




Trust is a Two-Way
Street

Show confidence Be honest and tell
in your employees the truth

Demonstrate that
your words are
consistent with

your actions



Don’t Hide
in Your
Office

Your employees will
respect you more as a
coworker and an ally.




= Never Burn a Bridge

Practical \Of_ = Take the High Road

I"UStratiOn & = Trust is a Two-Way Street
= Don’t Hide in Your Office




Module Ten: Review Questions

1. What is a disadvantage to ‘burning the bridge’ behind

you?




Module Ten: Review Questions

2. What is one method of leaving a company without

burning a bridge?




Module Ten: Review Questions

3. “Take the high road” means what?




Module Ten: Review Questions

4. When taking the high road, the manager is able to do

what?




Module Ten: Review Questions

5. What is one method of showing trust among your

employees?




Module Ten: Review Questions

6. What is one way a manager can gain their employees’

trust?




Module Ten: Review Questions

7. Employees begin to the manager that stays in their

office.




Module Ten: Review Questions

8. Why might a manager stay in their office?




Module Ten: Review Questions

9. When taking the high road, take a deep breath and think

about what should be done, rather than




Module Ten: Review Questions

10. What metaphor refers to Trust is a Two-way Street?
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MODULE ELEVEN

Social Events Outside of Work

While socializing outside of work can generally sound like a
great idea, there comes a time when employees and
managers should respect each other’s boundaries and
know when to spend time apart.




How to Decline Politely

Family
responsibilities

Lack of

time/schedule
permitting

Lack or
difference of
interests




Rules
When

Attending

e No talking about the
office (client, salaries,
assignments,
coworkers).

e Pictures should be kept
to a minimum.

Rt ]| [ |



eeting New People

Approach people calmly

Keep introductions short

Smile politely and move on




Conversation
Dos and
Don’ts

Clarify any
misunderstandings before
they have a chance to
arise.




= How to Decline Politely

Practical \Of_ = Rules When Attending

I"UStratiOn ‘S = Meeting New People

= Conversation Dos and Don’ts




Module Eleven: Review Questions

1. What is a common reason managers decline an invitation

to social events outside of work?




Module Eleven: Review Questions

2. Which of the following methods is not considered a polite

decline?




Module Eleven: Review Questions

3. What is one way a manager can set boundaries before

attending a social event with coworkers?




Module Eleven: Review Questions

4. Which of the following is a common rule when attending

a social event with coworkers?




Module Eleven: Review Questions

5. When meeting new people, it is best to make

introductions ?




Module Eleven: Review Questions

6. Some managers have trouble with their

meeting new people outside of work.




Module Eleven: Review Questions

7. What is one type of sensitive information that should not

be discussed at social events?




Module Eleven: Review Questions

8. One method of ensuring office information isn’t discussed

is to when meeting at social events.




Module Eleven: Review Questions

9. The team that together, together.




Module Eleven: Review Questions

10. If you encounter someone who is rude,




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to understanding Office Politics is just
beginning.




Words From the Wise

it

Don't waste time learning It is not titles that honor The way you give your name
the "tricks of the trade." men, but men that honor to others is a measure of
Instead, learn the trade. titles. how much you like and
respect yourself.
- James Charlton - Niccolo Machiavelli

- Brian Tracy
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