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THE CONSCIENTIOUS and
well-meaning owner of a small
business cannot seem to get his
work force motivated, despite a
good benefits package and pleas-
ant working environment. "I am
coming to the conclusion that it
doesn't pay to be nice to people,"
he says. "Maybe if I fired a few of
them I'd get better results."

The supervisor of a 100-employe
division of a large company says
his employes are demoralized; he
wants to know ways to increase
their motivation.

An office manager is stunned to
find out that two of her best
employes told another supervisor
she did not like them. "They are
both top performers, and I can
never remember being dissatis-
fied with them in any way," she
says. "What's happening?"

These managers are discovering
that managing means managing

people. In the course of consulting
and column writing I have found
the two major problem areas for
managers are how to motivate and
how to reduce conflict.

Take the owner who is contem-
plating firing some of his
employes. It is not that he is doing
something wrong by giving them a
handsome benefits package and
good working conditions. He is
just not doing enough. If you are
in his situation you should ask
yourself these questions: Do your
employes participate in decision
making? Do they have promotion
opportunities? Do they think you
have made promises you have not
fulfilled? Do you reward them for
initiative and superior perform-
ance?

People will work for money, but
except in extreme circumstances,
they resist working for money
alone. They also want recognition,

security and opportunity. There
is, accordingly, a simple solution
for the supervisor of those 100
demoralized employes: Tell them
"thank you."

It is human nature to like praise
and to be motivated to work for it.
I often tell my clients, "Do you
want to make $1,000 in five min-
utes? Go and give an employe a
word of praise. His work rate will
increase, his motivational level
will rise, and he will pass along
his good mood to others."

And you must be aware that all
the good work and good feeling
you build up can be destroyed in
ways you little expect. Take the
supervisor who was amazed to
find out that her two best
employes thought she disliked
them.

It can happen like this: The
manager is worried about a pro-
curement problem. Frank, the

employe, passes the manager in
the corridor and greets her with a
smile. The manager, engrossed in
her problem, looks up briefly and
mumbles a reply. Frank's mood
drops. He wonders why she is
angry with him, what he did,
whether he is doing a good job.

The next day, the procurement
problem takes a turn for the
worse. Frank tries again. This
time the manager does not even
respond. Frank's worst fears are
confirmed. And the manager does
not even realize it.

Why does this happen?
Employes are constantly gauging
their job security and their
employer's satisfaction with their
performance by the expression
they see on the manager's face.

OFFICE CONFLICT at its worst
is caused by a deliberate trouble-
maker. Here is a typical case:

"I work with a manager who

constantly criticizes me and the
other managers. He likes to show
my boss how knowledgeable he is
and how he is the only guy who
can 'get anything done around
here.' The boss laps it up, and the
two of them have lenghty confer-
ences discussing all the employes.
This guy is bent on climbing to
the top over our bodies. What
should we do?"

These professional conflict mak-
ers create morale problems, credi-

bility problems and eventual pro-
ductivity problems. They can be
cunning and vicious, but they
flourish only where the boss is a
willing participant.

Professional conflict makers
devote so much of their energies
to criticizing others' performanc-
es that their own tasks are neg-
lected. You can find subtle ways of
pointing that out to their superi-
ors.

- findarticles.com

What managers want to know - Motivation
and solving office conflicts

Always have some goals that are easy to reach.
Simple goals and short-term goals will motivate you
as you achieve them and keep you headed toward
larger goals. 

Make yourself stretch with long-term goals.
Long-term goals are usually two years or longer.

These goals set the stage for your plan of success.
They challenge you, expand your growth and help to
keep you focused. 

Share your goals with affirmations.
Speaking your goals out loud in the form of affir-

mations will not only help to feed your own sub-con-
scious mind, it will also allow others to support your
efforts too. You are more likely to achieve your goals
if your friends, business associates and family know
about them. Only share your goals with people who
encourage your growth and success and avoid nega-
tive forces. 

It always amazes me how many goals I achieve by
sharing them with others. My friends, family, busi-
ness associates and even my audience attendees
help me to stay on track and keep me moving toward
my goals with continuous positive encouragement. 

If you have a tendency to disappoint yourself
before disappointing others, you may not feel com-
fortable sharing your goals. Yet, most people who
don't share their goals often don't really believe that
they can accomplish them. This negative self-doubt
feeds your sub-conscious mind and begins to sabo-
tage your results. To avoid this, move away from any
negative self-talk and start sharing more often. 

Prioritize, yet be flexible.
It is best to decide which goals are most important

for you to achieve. Date your goals accordingly in the
areas that will reap you the largest return on your
investment of time and money. Ask yourself, is this
task moving me toward my goals faster or holding
me back from reaching my peak potential? 

Be open and flexible to changes around you.
Due to unforeseen circumstances, you may need

to adjust the due date of your goal or reevaluate and
cancel it altogether. Often, the goals that receive the
most attention are most likely the goals that will
change frequently too. 

Understand why you want to achieve your goal.
Why do you really want to achieve your long-term

goal? What will it do for you or how will it change
your life? 

Clarify the root of why you want to achieve your
goals.

Is it to earn respect from others or to create a bet-
ter lifestyle for your family? Will your goal have a pro-
found impact on your life or others?

Don't let your ego get in the way of setting big
goals.

Honest evaluation of why you want to achieve
your goals will bring valuable insight and newly dis-
covered personal development. The more you under-
stand why you want something, the more motivated
you will be to keep working at accomplishing your
goals.

Don't give up.
You will get discouraged from time to time and

may even start to doubt yourself. That is just human
nature. You will also get busy, side-tracked, and may
have a tendency to procrastinate. But don't' stop!
Keep moving toward your goals - one step at a time. 

The reason many people do not set goals is the
fear of failure. Yet the only true failure is to not
attempt to try new things and to set new goals. If you
don't try, you'll never reap the rewards. If you try and
only partly succeed, you still are a success, and you
will have achieved more than you've got right now.
Get to work on your goals for this year! Once you
accomplish them you will discover more confidence
and feel more empowered. That is your special gift to
yourself. -sideroad.com

Imagine how much simpler your life
would be if you had all your business con-
tacts together in one place. One click of
your mouse would reveal how effective
your latest marketing campaign has been.
Know at a glance which of your prod-
ucts/services is the most profitable.

Your custom-designed database will put
this information right at your fingertips.
I'd like to share with you my tips for
ensuring that your database gives you the
business information you need, when you
need it!

What is a database?
A database is a collection of informa-

tion relating to a particular topic kept

together in one place, for you to access
whenever you need. You can use a data-
base to simplify your:

MARKETING CAMPAIGN--set up a
database to plan your marketing cam-
paign; track results of your marketing
campaign; or analyse trends in your mar-
keting campaign.

CLIENT & CONTACT MANAGEMENT--
set up a database to keep track of your
clients and contacts; analyse your busi-
ness--which products/services are the
most profitable; or see which clients are
buying which product/service.

FINANCIAL MANAGEMENT--set up a
database to keep track of your spending;
manage your invoices to clients; or moni-
tor overdue invoices.

MEMBERSHIP ORGANISATIONS--set
up a database to keep track of members;
send out membership renewal letters; or
monitor subscriptions.

Your list for database uses will likely be
much longer--just brainstorm a list of all
the places where consolidated informa-
tion would make your life easier!

The secret's in the planning
You want to get the most out of your

database, right? Then make sure to plan it
right from the start.

Before you go running off to set up your
database you need to ask yourself these
important questions:

What do you want to use your data-
base for? 

What data do you want to keep track
of ? 

Who will be collecting the data? 
How much data is there to collect--50

records or 500 records? 
Who will be doing the updates? 
What reports do you want your data-

base to generate? 
You may find it easiest to map this out

on a piece of paper first. Work out how
your database is going to fit together. How
will each category relate to the others?

Get the maximum use out of your data-
base

By now, you've invested a lot of time in
your database plans, design, and set-up.
Don't miss this important step: getting the
most out of your creation.

First, you'll want to make the database
as easy to use as possible. Create one-click
touches to produce the information you
need. Set up shortcuts so you can create
the most important reports quickly. And
make sure you really consider the easiest
way to enter new data.

By applying this advice in your own
database, yours will be easy to use AND
have the maximum use value to you.

How to get the Most Out of Your Database

Goals make you more challenging,
and expand your growth 
and help to keep you focused


