Tips for Managing Your Boss*
*Adapted from the article “Managing Your Boss” by John J. Gabarro and John P. Kotter , Harvard Business Review January 2005.
The fact is bosses need cooperation, reliability and honesty from their direct reports. Managers rely on bosses for making connections with the rest of the company, for setting priorities and for obtaining critical resources. When you take the time to cultivate a productive working relationship – by understanding your bosses strengths and weaknesses, priorities and work style – everyone wins.
Consciously work with your superior to obtain the best possible results for you, your boss and the company

“The boss, manager relationship is one of mutual dependence between two fallible human beings…. Most really effective managers recognize this fact and assume responsibility for their own career and development”.

Requirements:
i) Have a good understanding of the other person and yourself, especially regarding strengths, weaknesses, work and communication styles and needs.

ii) Develop and manage a healthy working relationship that is compatible to both people’s work styles – by having clear mutual expectations that meet the needs of both.

Understand Your Boss

· What are your boss’s organizational and personal objectives?

· What are his or her pressures – especially those from his or her own boss and others at the same level?

· What are your boss’s talents and blind spots?

· What is the preferred working style?

· Does your boss like to get information through memos, formal meetings or phone calls?

· Does he or she thrive in conflict or try to minimize it?

Understand Yourself

· Ask yourself the same questions.

You aren’t going to change either your basic personality or that of your boss, but you can become aware of what it is about you that impedes or facilitates working with your boss, and take actions that make the relationship more effective.
Develop and Maintain the Relationship:
1. Work styles. Peter Drucker divides bosses into “listeners” and “readers”. Consider if your boss likes information in report form so he can read it, or does he want it in person so he can ask questions immediately. Is your boss hands on or hands off? Does he delegate and expect you to deal with problems and inform him about important changes or does he want to be involved in the decisions up front.
2. Mutual Expectations. Be proactive. “The subordinate who assumes that he or she knows what the boss expects is in for trouble”. 
3. Flow of Information. How much information does the boss need? He or she usually needs more than the subordinate assumes. Be effective by keeping them informed through processes that suit their style.
4. Dependability and Honesty. Commit to delivery dates and don’t downplay issues. Without a basic level of trust, a boss will be compelled to check all decisions which makes it difficult to delegate.

5. Good Use of Time and Resources. Many managers use up their boss’s valuable time (and some of their own credibility with trivial issues.) 
Be selective in how you use both of your time, energy and resources. 
Checklist for Managing Your Boss
Make sure you understand your boss including:

· Goals and Objectives

· Pressures

· Strengths, weaknesses, blind spots

· Preferred work style

Assess yourself including:

· Strengths and weaknesses

· Personal style

· Predisposition towards dependence on authority figures

Develop and maintain a relationship that:

· Fits both your needs and styles

· Is characterized by mutual expectations

· Keeps your boss informed

· Is based on dependability and honesty

· Selectively uses your boss’s time and resources
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