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Quick Ideas to Deal With Difficult People "If you just talk about things like that once a year, they're not as important to
people," says Carnegie. "It gets repetitive, but that is the way to learn the message.".

This page intentionally left blank How to Use This Book How to Use This Book Every quick idea in this book
has been selected to directly or indirectly help you confront conflicts and mediate disputes, encourage
communication and stop toxic talk, and identify and solve problems before they occur. Read through all quick
ideas and select only those that can really make a difference. Invest in additional copies of this book and
distribute them among your staff. Get everyone involved in selecting and recommending various quick ideas.
Revisit this book every 90 days. As your business changes, you will find new quick ideas that might suit you
better now that competition is heating up. All the ideas in this book have been proven in businesses across the
United States and around the world. They have worked for others and will work for you! Establishing such a
policyâ€”and adhering to itâ€”ensures that you will address inappropriate behavior consistently and
decisively. Adhering to the policy is crucial. A major New York corporation noted its zero-tolerance policy in
defending itself against a sexual-harassment lawsuit filed by a female emAssignment ployee. Distribute
laminated copies Your zero-tolerance to employees. Such a policy calls for you to give all accusations of
inappropriate behavior a full airing, even if they are swirling around your star salesperson. You should make
sure everyone in the company knows your policy. Distribute copies and require employees to sign and return
an enclosed sheet acknowledging receipt. Peter Handal, president and chief executive officer of Dale Carnegie
Training in Hauppauge, New York, said that because of their importance, zero-tolerance policies should be
communicated in more than one media: He recommends that you revisit the policy at least every six months.
She sought my advice because she was at the end of her rope with a defiant secretary. The employee set her
own hours. She routinely clocked in at 9: And she clocked out at 5: To make matters worse, the woman often
spent the last hour of her shift socializing. Kathy repeatedly directed her to clock out when she finished her
work. One day Kathy threatened to clock Assignment her out. Kathy wanted to fire her. Still, she wanted to
reclaim control. So she reached out for help. Her talk became cheap, even free for Kathy. But after all those
skirmishes, Kathy might even find extra paperwork welcome relief indeed. But you should avail yourself of
some knowledge. In the past few years, several high-profile company executives who were tried on corruption
charges claimed they 17 Quick Ideas to Deal With Difficult People were out of the loop when their
subordinates committed malfeasance. Those I-had-no-clue executives proved in spectacular fashion how much
an uninformed manager has on the line when it comes to problem employees. They can ruin your business,
drive away customers, Assignment and disrupt the office dyRead through this book namic. If you feel at a
total and apply its information to loss about tackling such your workplace. Suppleproblems, try a little
knowlment the advice here with edge. Take a seminar on rebooks from business best solving personnel
conflicts, seller lists in newspapers or read a book, collect informaonline. Effective managers bone up on
unfamiliar topics just to make sure they ask the right questions. Reading to learn is a great way to invest in
your employees, your company, and yourself. He believes both problems and people will self-correct. When
you take that approach you aggravate the Assignment problem and, worse, you lose credibility with your If an
employee asks subordinates. Set a date for a hands like the colonists who follow-up meeting as soon staged
the Boston Tea as possible. Party more than years ago because King George refused to correct the problem of
taxation without representation. With your reputation as a do-nothing boss, insurrectionists in the office will
refuse to cooperate. And they will refuse to continue to do the extra work that might have won you a
promotion to management in the first place. At worst, the exasperated employees will go to your boss for
relief. If that happens, as with King George, who had to surrender the colonies, your power will be diminished
forever. That approach damages morale and productivity. So when the complaints roll in, get yourself a cup of
tea and go to work on a plan of attack. A seminary had offered her a full scholarship. But she visited the
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campus and found it lifeless. On the other hand, her first choice for school was a prestigious school with a
bustling campus where students engaged in spirited debates. To go there, she would have to pay for her
education with student loans. If she atdiscussion rather than your tended the prestigious next meeting. That
would enable her to repay the loans. That insight buoyed her. She took out the loans, attended the school, and
did, indeed, find a great job. Her dad exemplified a good listener. Good managers serve the same function.
Instead, they help subordinates see the problem in a different light. That open-minded approach will serve you
particularly well in tense, one-on-one meetings with employees. When you listen, they will know you take
them seriously. But listening is an art. If I allow them to help shape the rules, they are more likely to buy into
them. If a corrective plan of Employees will embrace a action is top heavy with policy if they have a say in
your ideas, make room for it. If you take the top-down more input from employapproach with office
troubleees. You may seethe at such a suggestion. It may strike you as capitulation. The best way for
inspiration. Face to face is the best approach. An employee might dress up his or her progress in a written
report. Meet regularly with the employee to gauge his or her progress. Try meeting weekly after a crisis and
then schedule the meetings less frequently as the employee makes progress. Keep the meetings short and on
point. Ask for updates on new strategies. Consider scheduling the meetings during a coffee break or lunchtime
on occasion to make doubly sure they take place. The follow-up meetings convey the message that a plan of
action is important to you and that you expect results. When my son was in elementary school, I tried coercion
to get him to remember to turn in his homework. I resorted to yelling at him and revoking his privileges. I did
so out of utter frustration. I corrected the homework each night and assumed he turned it in the next day. I
demanded that he tell my why. When confronted with the jumbled contents of his book bag, he felt helpless to
wrest anything from it. I conferred 24 Quick Ideas Quick Ideas with the school psychologist and we both
agreed that after helping him with homework, I should help him organize his book bag for the next day. The
homework problem ended. The moral of the story holds truths for office situations as well. Ferret out that
reasonâ€”and you have the key to his actions, perhaps his personality. In essence, our own assumptions and
interpretations produced the conflicting messages. They allow a manager to clear up ambiguities. Does the
person understand that getting to work on time means being at his or her desk at 9 a. Does the person
understand that the job consists of more than what he or she wants to focus on? Clear communication is a give
and take. Encourage the employee to ask questions during a one-on-one meeting to address your concerns
about his or her performance. And you should ask questions of the employee. Gauge whether the person
understood you by asking his or her opinion of what you said. At the end of the meeting summarize the major
points, and follow up the conversation with a memo documenting those points. Save time, effort, and
frustration by making sure an employee understands what you expect. Apply judicious amounts of humor to
your conversations. It carries a serious warning, though. If you do, the employee may wonder if you were
working on a stand-up comedy routine.
2: Table of contents for quick ideas to deal with difficult people
If you have ever wished you had the equivalent of a "Nanny " to defuse tensions in the office, your wish has come true.
Quick Ideas to Deal With Difficult People is the ultimate guide on how to face challenging employees and coworkers.
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Book Description. If you have ever wished you had the equivalent of a "Nanny " to defuse tensions in the office, your
wish has come true. Quick Ideas to Deal With Difficult People is the ultimate guide on how to face challenging
employees and coworkers.
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Quick Ideas to Deal With Difficult People is the ultimate guide on how to face challenging employees and coworkers.
The extensive topics in this book deal with how to handle characters ranging from Bunglers to Backstabbers to Bullies.
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30 Best ideas for makeup, eyes, eyebrows and eyelashes - 30 Mejores ideas para maquillaje, ojos, cejas, pestaÃ±as
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Quick Ideas to Deal with Difficult People is the ultimate guide on how to face challenging employees and coworkers. The
extensive topics in this book deal with how to handle characters ranging from Bunglers to Backstabbers to Bullies.
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Quick Ideas to Deal With Difficult People by Carrie Mason-Draffen Stay ahead with the world's most comprehensive
technology and business learning platform. With Safari, you learn the way you learn best.
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In Quick Ideas to Deal with Difficult People, Carrie Mason-Draffen provides tips to enable the reader to manage conflict,
improve communication, and head off problems before they occur. Mason-Draffen is a reporter and columnist on
workplace issues for the New York daily newspaper, Newsday, where she has answered questions from hundreds of.
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The extensive topics in this book deal with how to handle characters ranging from Bunglers to Backstabbers to Bullies.
Few books on difficult employees, if any, offer such an extensive assortment of the characters you're likely to encounter
at work and.
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