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How to Increase 
Positive Communication 
and Team Culture 
Within Your 
Organization
By Joe Jessop

M
aintaining a positive team 

culture and atmosphere 

can be tough as  

a manager or leader 

within your company. Too frequently 

managers get lazy about  

the atmosphere within their 

organization. After all... everyone is 

supposed to be professionals right? 

They often have the attitude that since 

everyone is an adult that everyone 

should therefore act and behave like 

an adult.

TRAINING
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 This is an easy trap to fall into. Just because 

everyone they work with is an adult does not 

make them any less human. As human’s we 

have certain tendencies and behaviors that 

manifest regardless of being an adult or not. 

When bad attitudes crop up or low moral 

becomes the norm many managers ignore and 

keep plowing forward thinking the problem 

behavior will go away or eventually get better if 

they just keep their heads down long enough. 

That attitude by a manager more often than not 

only increases the behavior or tension. 

There is however, something that can be done, 

and it can have an immediate impact on your 

organizations attitude and behavior. The most 

important thing to understand is the differing 

personalities that are at play within any given 

team or department. There are four basic 

different personality profiles we humans have 

that seem to be tied directly to our DNA strand. 

If you understand them you can then see why 

people act and communicate in a specific way.

The first profile is the Amiable Personality: The 

Amiable person is the one in your office that 

is usually quiet and shy. They rarely if ever 

ruffle anybody’s feathers. They seemingly get 

along with everyone and want everyone else 

to get along as well. They are friendly, nice, 

and accommodating but tend to struggle with 

tension or change.

The second profile is the Analytical Personality: 

The Analytical person is the one in your office 

who is the information gatherer. They want as 

much information as possible before making a 

decision and they feel all decisions should be 

made solely based on the information gathered. 

They want the facts. They will often clash with 

others who seemingly make decisions based on 

feelings or emotions.

The third profile is the Expressive Personality: 

The Expressive person is the one in your office 

who is always trying to have fun. They are out 

going, friendly, happy and want everyone else 

to be the same way. They can’t understand 

why others seem to get down. They will often 

TRAINING
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make decisions quickly based on gut feelings 

and emotions. They don’t mind sticking their 

neck on the line and seeing what happens... 

after all it could be fun. They struggle with 

people who spend too much time gathering 

information because they feel like the decision 

will never get made.

The fourth profile is the Driver Personality: The 

Driver is the person in your office who is in 

charge or at least thinks they are. They want 

to make decisions and get the glory for the 

decisions. They want decisions made quickly 

and decisively even if it is the wrong decision. 

If it is the wrong decision, then they will adjust 

accordingly but there is nothing worse than 

doing nothing according to the person with 

a driver’s personality. The Driver seems to 

sometimes be invite struggle and tension as a 

way to get what they want.

The key is not to just know the different types of 

personality profiles. It is important to understand 

how each one of them communicates 

because they all communicate differently. More 

importantly, you must come to understand how 

the different personalities interact with each 

other. For instance, you would never put an 

Expressive person sitting in a desk next to an 

Analytical. It would not take long before they 

were clashing over everything from where to 

we go to lunch to new product that is going to 

be unveiled. Nor would you want to put two 

Expressive personalities together as nothing 

would get done because they would always 

be planning the weekend parties. When I used 

to teach high school students I could instantly 

change the mood and atmosphere in my history 

classroom with a new seating chart. The new 

seating inevitably brought clashing personalities 

within close proximity. Sometimes the result was 

cataclysmic. Your organization is no different. 

Managers must learn what personalities are 

at play so they can plan and act accordingly. 

I’m not going to lie... it can and is a difficult 

balancing act at times.

It is vitally important to regularly go through 

leadership and teambuilding seminars so 

you and your team can learn to understand 

each other. You will never do away with 

the differences and that is OK... in fact our 

differences are a good thing! However, by 

engaging your team in corporate teambuilding 

and leadership training you will get a well-oiled 

machine where the differing parts can actually 

harmonize with each other and learn to work 

together for a common goal. 

For more on how to become a more 

effective leader and create a positive work 

environment look to The Leader’s Institute. 

The Leader’s Institute works with Fortune 

500 companies, schools, and government 

agencies to infuse energy and dynamic 

leadership into the work environment.

8
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You Don’t Own 
Your Employee’s 

Social Media 
Accounts

By Wayne Elsey 

Recently, I’ve noticed more and more that small businesses and groups are “asking” their 

employees to change their cover or profile photos to the brand of the organization where 

they work. And, while some managers understand that this is a fine line, others have 

pressured their teams to help them promote the brand of the group. 

WORKSMART
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You know how that happens, don’t you?

First, a request is giving by the manager of 

the team that goes something like this: “Hey, 

wouldn’t it be great if we helped promote our 

business and all of us changed our cover photos 

to the brand’s image? I just so happen to have 

some artwork we made up and it would be 

terrific if each of you went ahead and uploaded it 

on your social media accounts. It’s a team effort! 

You don’t have to do it, but... “

And then you have the first person on the team 

who goes ahead and changes their profile photo 

or cover, and next thing you hear is the manager 

making it a distinct point to acknowledge that 

team member. I’ve even seen some situations 

where managers have repeatedly asked, always 

qualifying it by saying it’s not “required,” to see if 

a team member who hasn’t changed their private 

social media settings intends to do it. You know, 

not so subtle pressure.

Here’s my suggestion to you if you’re a leader or 

manager of a team and would like to have a little 

esprit de corps for the team.

• Ask once and once only and provide the artwork, 

if any team member ever wants to help your group 

get the word out.

• Or, you can do what I do and not ask at all. Period.

 

Candidly, my marketing team has said to me, 

“Wayne, let’s ask the team to promote one of our 

social enterprises or companies on social media!”

I’ve never warmed up to the idea, and am not 

sure I ever will.

I think that we should have a separation between 

work and personal, as much as we can. I know 

that some people think that it’s “old school” but 

WORKSMART
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the reality is that as a leader I understand that 

if my team has a personal life and the business 

world does not encroach into it all of the time, they 

will be happier, and the productivity will be higher.

There are also some practical and not to 

mention legal reasons for not asking your team 

to promote your business or group on social 

media. It’s particularly true when managers are 

asking them with the “subtle” pressures that can 

sometimes happen when they want their team 

members to support the organization.

• Employers have a right to ask their employees not 

to be on their personal social media accounts during 

work hours. That’s a legitimate request to make of 

employees (but not contract workers, freelancers or 

consultants who are not salaried staff).

• Can you require--even subtly--to have your 

employees support your organization? The short 

answer is NO. Don’t do it. Social media accounts 

are the personal and private property of the 

owners, in this instance, each of your employees. 

So, just like you can’t require them to give you the 

keys to their homes, you can’t ask (read, “expect”) 

them to promote the business on their accounts.

But, what if you want to make it at least an 

option for your team to promote your business 

or group on their social media accounts if they 

so choose. Yes, you can make social media art 

and images available to them, let them know 

it’s a resource for them if they ever would like to 

use it on their accounts, but that’s it. In some 

instances, you may even be placing yourself or 

employee in legal jeopardy because promoting 

your business on their social media accounts for 

commercial gain can violate social media terms.

The bottom line in the age of social media is 

that if you want to build team spirit or have an 

amazing product launch and you want your team 

involved, you can provide the resources. But you 

cannot require or pressure them, or do anything 

other than allow it to each person to do whatever 

he or she would like to do, if anything, on their 

personal social media accounts. 

WORKSMART
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or have an amazing product launch 

and you want your team involved, you can 

provide the resources. But you cannot 

require or pressure them, or do anything 

other than allow it to each person to do 

whatever he or she would like to do, 

if anything, on their personal social 
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Author of “Not Your Father’s Charity: 

Grip & Rip Leadership for Social Impact” 
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Charity. All Rights Reserved.
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7 Vital Ways 
to Master the Art 
of Delegating

By Wayne Elsey 

Somewhere along the way in my career, I picked up a good nugget of advice, and it was 

to focus as a leader on those tasks which were unique to me and delegate the rest. One of 

the toughest things about being a leader and manager is mastering that ability. It’s not easy 

for a variety of reasons, including the idea that only you can do something better and faster, 

impatience, or lack of awareness. 

TRAINING
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Unfortunately, there are many managers 

out there who have not developed enough 

to follow the advice of focusing on what is 

unique to your position. And, if you’re an 

entrepreneur, there’s a higher chance that you 

could be someone who might have a hard 

time delegating. In start-up situations, many 

entrepreneurs end up wearing many hats, and 

it becomes difficult to let go, but it is crucial to 

the ultimate success of your business.

As your company begins to take off and grow, 

one of the most important skills you can master 

is to learn how to delegate.

• Think about those responsibilities that are unique to 

your position. As a leader and manager, one of 

the first activities you should do is to carefully 

consider all of the tasks that you do on a given 

day. Then, ask yourself if you should be the 

person doing it. When you go through this 

exercise, it will help you prioritize the issues 

you should be taking care of and will ultimately 

have more time to focus on doing. 

• Consider the dollars and cents. Once you’ve 

decided to delegate, you will open up more 

time that was spent doing the busy work. 

Like most people, you probably think in terms 

of dollars and cents or profit margins. Hiring 

someone, even part-time, that will take over 

a lot of the process work that you’re doing is 

going to free up your time to dedicate it to the 

areas that will grow your business.

• Don’t fall into the micro-management trap. Micro-

managers love to say that they are delegating 

their non-essential responsibilities, only to 

micro-manage their teams. Proper delegation 

does not mean that you are absolving yourself 

of any of the accountability for the work. 

Delegation just says that you are giving  

the responsibility to someone else, and you 

have to give them the opportunity to do  

the job and rise to the occasion.

TRAINING
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• Maintain a strong feedback flow with your team. 

When you’ve delegated responsibilities  

to your team members, an essential aspect 

of proper delegation means keeping  

an adequate communication channel open 

for any questions, comments or concerns. 

Again, it doesn’t mean that it’s a chance 

for you to micro-manage a one-way feed 

system. It’s a two-way feedback flow  

and an easy tactic to ensure it’s done 

correctly is to request regular updates  

on the work. 

• Make sure that you provide clear directives  

or instructions. When you’ve decided to create 

a productive delegation system,  

one of the essential aspects of delegation 

is to deliver clear instructions or direction 

from the outset. If you’re expecting a certain 

project to look a certain way, have elements 

you deem important or are looking for  

a specific outcome, it’s vital that you express 

those thoughts from the outset. 

• Remember that your team members are learning 

how to do something you’ve delegated, and 

learning is not a linear process. Be prepared 

for mistakes or a learning curve. You should 

also expect to be pleasantly surprised when 

someone has done something in a way you 

wouldn’t have thought but is still excellent. 

Learning is not linear, and as a manager,  

you have to be prepared for some bumps  

and pleasant surprises on the road. 

Author of “Not Your Father’s Charity: Grip 

& Rip Leadership for Social Impact” 

(Free Digital Download available at 

http://notyourfatherscharity.com/free-

resources/ )

© 2018 Wayne Elsey and Not Your 

Father’s Charity. All Rights Reserved.

Let it go. The final aspect of mastering the art 

of delegation is to stay out of the way and 

let go. When you’ve assigned responsibilities 

and informed your team members what they 

need to get done, then you have to allow 

them to do the work. Focus on the duties 

you should be focusing on as a leader and let 

your team do what they have to do to meet 

your goals for success.

Remember that delegation is not something 

that often comes naturally, especially if you’re a 

business owner and you’re looking to get 

a new company off the ground. However, 

whether you work in an established firm or 

start-up, understanding how to be a self-aware 

manager who delegates is going to reap many 

rewards. It will help empower your team, and 

it will give you the ability to truly focus and 

concentrate on the aspects of the job that 

crucially need your undivided attention. 

TRAINING
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T
he effective administrative professional 

must do many things well, but among 

the top skills you need to master is time 

management. 

10 Time 
Management  
Strategies 
for Busy Office 
Workers
By Brandi Britton

16
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Why? Because of the number of tasks you 

are required to handle throughout the course 

of a day, seemingly at the same time. From 

answering phones and responding to emails 

to planning complex itineraries and overseeing 

multiple executives’ packed calendars, the 

juggling act can sometimes get overwhelming.

The better you can manage your time, the 

more time you can save your boss — and the 

more successful you will be in your career. 

Here are 10 ways to gain greater control over 

your schedule. 

1. Prioritize your workload. Not everything needs 

to be done right away. When you arrive at the 

office, don’t dive right in to work. Instead, take 

some time to think about and map out your day. 

Make a list of what you need to accomplish, 

then order the tasks according to their 

urgency. Be sure to set aside time for inevitable 

interruptions. By spending just a little time either 

when you arrive for work or at the end of the 

previous day to organize your to-do list, you can 

become a more efficient worker. 

2. Stop procrastinating. Tackle the most brain-

taxing tasks at the time of day you feel most 

productive and your energy level is highest. 

For some, that’s first thing in the morning; 

for others, it’s during the afternoon. It can 

be tempting to begin by doing the things 

you enjoy, even though they have a later 

deadline, and to put off the less interesting 

or more repetitive tasks. But it’s a good idea 

to first tackle the assignments you don’t love 

so they’re not hanging over your head and 

wasting mental energy. 

3. Do one thing at a time. This might sound 

impossible for admin professionals who have 

to juggle multiple tasks simultaneously. But 

forcing yourself to focus on one job at a time 

is a much more effective way of working than 

skipping around from task to task. Sometimes, 

it’s necessary to shift gears several times a day, 

of course, but don’t let that be your default. 

The next time you’re in the middle of a task and 

suddenly remember something else you have to 

do, quickly jot it down so you don’t forget, but 

finish the original assignment before moving on. 

4. Take charge of your inbox. Most administrative 

workers could spend all day simply dealing with 

their emails. While you don’t want messages 

to build up, constantly checking, reading and 

responding to emails is a waste of time. If 

possible, a better strategy may be to allocate 

10 minutes of every hour to perusing your 

messages so you don’t miss anything that’s 

crucial or time sensitive. Delete anything 

that isn’t relevant. In fact, take the time to 

unsubscribe from groups you no longer care 

about. Then organize your emails with flags, in 

folders or by forwarding them on. 

 

5. Find ways to work more efficiently. Analyze your 

day to see where you could reduce some steps. 

WORKSMART
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For example, rather than making multiple trips 

to the copier, wait until you have a few things 

ready. Then print them all in one go. Similarly, 

save up queries for your boss or colleague and 

ask them at one time.  

6. Aim for a tidy desk. It might sound like a 

cliché, but having a neat, clutter-free work area 

will really help you feel calmer and in control. 

Organize your desk by triaging your daily tasks, 

reducing papers by going digital and rearranging 

your supplies so they are where you need them. 

By knowing where everything is, you save time 

and mental anguish by not having to madly 

search for something when you or your boss 

needs it. 

 

7. Don’t bother with inconsequential tasks. You 

may not realize it, but some of the activities you 

stress over don’t matter much in the bigger 

scheme of things. For example, it may not be 

worth is to spend hours on research to save 

the people you support a few dollars on a flight, 

or to strive for perfection on a PowerPoint 

WORKSMART
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Brandi Britton is a district president 

for OfficeTeam, the nation’s leading 

staffing service specializing in 

the temporary placement of highly skilled 

administrative and office 

support professionals. 

OfficeTeam has 300 locations worldwide 

and offers online job search services 

at roberthalf.com/officeteam. 

Connect with us on Facebook, LinkedIn, 

Twitter and our blog.

presentation for a quick internal team meeting. 

Recognizing these minimum-payoff tasks — 

and not fixating on them — is the first step to 

effective time management.

 

8. Minimize workplace distractions. It’s difficult 

to concentrate when colleagues stop by to 

socialize, family members send you texts and 

your phone constantly pings with updates. 

Take control of these interruptions. Set a time 

limit for yourself when chatting with coworkers. 

Rather than automatically receiving social 

media notifications, change your setting to 

check updates manually. Train your family to 

not contact you during work hours unless it’s 

an emergency. While it’s fine to occasionally 

respond to personal messages, office hours are 

work hours.  

 

9. Speak up more. You pride yourself on your 

ability to handle a multitude of tasks. But 

you’re only human, and your boss won’t know 

you’re overworked unless you say so. Rather 

than taking on too much and setting yourself 

up for failure, no matter how good your time 

management skills, ask for assistance early on. 

If you’re regularly given more work than you 

can manage, talk to your boss about bringing 

in an assistant on an interim, part-time or full-

time basis.

 

10. Learn to decline gracefully. While always 

saying “no” at work may not be the best move, 

it’s okay to let colleagues know when you 

already have a full plate. If someone asks you 

to take something additional on, thank them 

for thinking of you but tell them you couldn’t 

possibly take on another project at this time. 

Overcommitting is a sure way to burn out, 

make mistakes and let others down. Know 

your limits and stick to them.  

Effective time management is a key factor in 

your overall health and happiness. By taking 

charge of your schedule instead of letting it 

overwhelm you, you’ll be helping yourself, your 

boss and your own career. 

WORKSMART
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F
olks love to visit other folks. Let’s be true to the truth, we all do it. 99.9382983% 

of the time we stop by other people’s cubes to say hi and catch up. The other 

.0617017% of the time is to talk business, actual work-related stuff. Visitations 

aren’t limited to physically going to someone else’s cube, we can also turn around 

in our chairs to talk with others but I’m talking about the folks that come calling. Right 

outside your three walled patch of office real estate they stand and talk. And talk. And talk. 

Some more than others, some less. We humans are quite the social creatures. 

Cubicle Cultures 
- The 7 Types of Coworkers We’ve All Become
By John Rowles

WORKSMART
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To illustrate my point, here are a few examples 

that we all experience:

1. The Friends. Folks you don’t mind stopping 

by to catch up on practically everything in 

their lives. Kids, family, good and bad stuff, 

extracurriculars, ailments, appointments, car 

troubles, pets... everything. Generally good 

people and cool to be around. They usually 

know when to leave but a gentle reminder that 

you have work to do gets them moving along.

2. The Leaners. Folks that stop by and lean on 

one of your walls to talk. They veer in as if 

they’re looking for contraband. Give them a 

flashlight and a badge and they’ll find something 

to implicate you on. Talkers themselves but 

more towards project stuff so their visits are, 

thankfully, short. Politely ask them to work on 

their posture.

3. The Passersby. I like these people the best. 

They walk by, say hi, talk about the weather and 

may pause for a second but keep walking. A 

lesson to be adhered to by all.

4. The Trespassers. They infiltrate your cube by 

brazenly stepping in without being invited. They 

have ZERO shame and no clue what personal 

space means. Police tape wouldn’t stop them 

from coming in and getting right on top of you 

just to blather. These are the same people that 

want to talk confidentially, keeping their voice 

in a hushed tone that eventually crescendos for 

everyone to hear. It’s OK to remind them that 

there’s a protocol of standing in your presence. 

Breaking protocol allows you to be blunt and 

tell them to back up a few feet (because their 

perfume, cologne, or bad breath is enough 

to kill off zombie hordes). If you’re hesitant in 

asking them to back up a few steps, then you’re 

trapped in your own home and you might as 

well offer them your sandwich.

5. The Managers. Not much you can do here. 

They fit all the classifications but also control 

your annual review. Welcome them with a smile 

and pray it’s a short visit. I have an agreement 

with my team that, if they see a manager 

talking with someone, we call that person to 

interrupt the conversation. I consider it a team-
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building exercise and to see who has your 

back. First one that calls gets a free cup of 

coffee from the recipient.

6. The Tourists. These folks use your cube while 

you’re out. They are as bad as the trespassers 

except it’s more like a home invasion. A good 

one leaves things alone and/or puts your stuff 

back to how you had it. A bad one leaves 

used tissues on your desk, moves your mouse 

pad, and steals the office supplies you stole 

from others. It’s a good habit to lock your desk 

drawers every night before leaving. If you don’t, 

you take the risk that your stash of cookies and 

bourbon go missing.

7. The Neighbors. People that peek around and 

overtop your walls. You can’t avoid them or 

even see them coming and they sit right next to 

you! Nowhere to run and you’re almost always 

stuck in a conversation that can be best had 

during break time.

Look, we’re really a family where we work; we 

see each other more than we do our families. 

It’s understandable that habits folks have 

outside of work creep into the workplace. 

There’s a certain amount of tolerance we have 

to exude but there are protocols to follow. 

Break protocol and you could end up being 

the next target in the ensuing rubber band war. 

Or worse, have your coffee mug hidden by a 

heartless colleague who really knows how to get 

under your skin. 

WORKSMART
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1-855-385-3570Promo code N7017
YMT Vacations – the escorted tour experts since 1967!

BOOK YOUR VACATION NOW – CALL FOR LIMITED TIME SAVINGS

Visit nine† of America’s most spectacular national parks on this incredible 
tour! Start o�  in fabulous Las Vegas and continue to the world-famous Grand 
Canyon. From there we’ll go on to see Zion’s steep sandstone cli� s, red rock 
hoodoos in Bryce Canyon, Monument Valley’s giant mesas, Arches National 
Park’s gravity-defying stone formations, waterfalls and granite scenery in 
Yosemite, and towering sequoias in Kings Canyon—America’s natural beauty 
awaits! Fully-escorted tour with hotels, sightseeing, and baggage handling.

14 days from $1,949* $1,499*

Departs July - September, 2018

New England & Canadian 
Maritimes Cruise

Highlights of Spain 
& Caribbean Cruise 

Starting in Boston, explore the highlights of New England and the Canadian 
Maritimes. Visit an historic mansion in Newport, Rhode Island before enjoying 
the famous shores of Cape Cod. Board the Norwegian Dawn and sail to 
Portland, Halifax, Charlottetown, Gaspésie and La Baie. Following your cruise, 
explore Quebec City, Montreal and the Green Mountains of Vermont, all 
bedecked in vibrant fall colors. Port stops vary for the southbound cruise.

Enjoy breathtaking sights from Europe to the Caribbean on this extraordinary 
trip. Experience the history and culture of Spain on a five-night escorted 
tour including Madrid and Barcelona, with stops at ancient Roman relics and 
stunning cathedrals. Board the magnificent Norwegian Epic for a 13-night 
cruise with stops on Madeira Island, St. Thomas, and St. Maarten before 
disembarking in Florida. Includes all meals on cruise, seven meals on land, 
and baggage handling.

15 days from $3,798* $1,899*

Departs September 11 & 25, 2018

20 days from $3,998* $1,999*

Departs October 29, 2018

Save 
$500

per couple

National Parks of
the Golden West

*Prices are per person based on double occupancy plus up to $299 taxes & fees. Cruise pricing based on lowest cabin category after 2for1 savings; upgrades available. Single supplement and seasonal surcharges may apply. Add-on airfare available. Free Balcony Upgrade requires purchase of Inside Cabin for 
Highlights of Spain & Caribbean. Free Beverage Package or Internet requires purchase of Ocean View Cabin or Balcony Cabin (and applies to 1st and 2nd guests occupying a cabin, for the cruise portion of the tour only). Free Beverage Package or Internet requires additional service charges and is subject to NCL terms 
& conditions and are subject to change. For full Set Sail terms and conditions ask your Travel Consultant. O� ers apply to new bookings only, made by 7/31/18. Other terms and conditions may apply. Ask your Travel Consultant for details. †Death Valley visit is dependent on weather.

Ultimate Hawaii
Tour with Pearl Harbor Experience

Enjoy a fully-escorted four island Hawaiian vacation with beachfront lodging 
on Kauai, Maui, and the “Big Island” of Hawaii, and on Oahu in gorgeous central 
Waikiki. Includes a Pearl Harbor experience with stops at the USS Arizona 
Memorial and Battleship Missouri, historic Lahaina, Volcanoes National Park, 
plus our Farewell Feast with authentic Hawaiian entertainment and food. Price 
includes three inter-island � ights, baggage handling, and sightseeing.

13 days from $2,249* $1,799*

Departs weekly year-round

FREE BEVERAGE PACKAGE OR INTERNETFREE BALCONY UPGRADE OR

FREE BEVERAGE PACKAGE OR INTERNETOR

2 FOR 1
SAVINGS

2 FOR 1
SAVINGS

Save up to
$900

per couple


