
 

 

 

TABLE OF CONTENTS 
 
NOTE TO THE READER:  To move to the corresponding text click (or 
double click, depending on your computer settings) on the highlighted 
page number.  Due to individual computer settings, the page numbers 
may not corresponded with the page number that the appropriate text 
appears on, but when the link is clicked on you will move to the 
appropriate location. 
 
 
 
 
TABLE OF CONTENTS............................................................................. i 
 
CHAPTER ONE:  What Makes Federal Employees Tick? .................... 1 

Why People Work............................................................................. 1 
People Want to Work............................................................... 1 
Workers Want to Perform Well ................................................ 3 
Therefore, the Job Itself Attracts Employees........................... 3 

The 80/20 Split ................................................................................. 4 
The Supervisor and Motivation......................................................... 6 
The Motivational Environment .......................................................... 8 

Motive and Meaning ................................................................ 8 
Achievement ............................................................................ 9 
Challenge .............................................................................. 10 
Interest................................................................................... 11 
Control ................................................................................... 11 
Equity..................................................................................... 12 
Feedback and Recognition .................................................... 13 
Affiliation ................................................................................ 13 
Trust, Respect, and Loyalty ................................................... 15 

What Does Not Motivate................................................................. 16 
Happiness as a Motivator ...................................................... 16 
Money, Rewards, and Benefits.............................................. 18 
Fear ....................................................................................... 19 

 
CHAPTER TWO:  The Mental Preparation........................................... 21 

Thinking Like a Supervisor ............................................................. 21 
Analyzing the Situation .......................................................... 24 

The High–Performing Organization .............................. 24 



 

 

The Under–Performing Organization ............................ 25 
The Disaster ................................................................. 26 
The New Organization .................................................. 28 

Analyzing the Manager .......................................................... 28 
Mentor........................................................................... 29 
Weakling ....................................................................... 29 
Preoccupied.................................................................. 30 
Micromanager............................................................... 30 

Learning the Art and the Science of Management ......................... 32 
 
CHAPTER THREE 

Negotiating with Your Manager................................................... 35 
Take the Lead................................................................................. 35 
Agree on the Situation .................................................................... 36 
Agree on Priorities .......................................................................... 36 
Negotiate Specific Goals and Objectives ....................................... 37 

Examples of Managerial Goals.............................................. 39 
Discuss Resources......................................................................... 40 
Create Breakthroughs and Successes ........................................... 41 

 
CHAPTER FOUR:  Starting the Relationship ...................................... 43 

Don't Try to Change What You Cannot Change ............................ 43 
What You Cannot Change..................................................... 43 

Motivation ..................................................................... 44 
Personality .................................................................... 44 
Talent and Aptitude....................................................... 45 

What You Can Change.......................................................... 46 
Skills and Knowledge.................................................... 46 
Adherence to Rules ...................................................... 47 
Performance Outcomes................................................ 48 

Avoid Prejudgments ....................................................................... 48 
The Pygmalion Effect............................................................. 48 

Information from the Previous Supervisor..................... 49 
Management by Stereotype................................................... 51 

Set the Tone and Balance.............................................................. 52 
Creating or Redefining the Relationship with Your Subordinates... 56 

Professional Relationship ...................................................... 57 
Personal Relationship............................................................ 60 
Socialize Only As You Would with a Client............................ 61 
Avoid Impressions of Favoritism............................................ 61 
Gifts, Favors .......................................................................... 62 



 

 

 
CHAPTER FIVE:  Defining the Jobs..................................................... 65 

Assigning Duties:  The Legalities ................................................... 65 
The Position Description........................................................ 65 
Restrictions on Assigning Duties ........................................... 66 
When Employees Can Refuse............................................... 67 

Motivational Factors in Assigning Duties........................................ 68 
Skill Variety ............................................................................ 68 
Task Identity .......................................................................... 69 
Responsibility......................................................................... 70 
Autonomy............................................................................... 70 
Decision–Making Authority .................................................... 72 
Challenge .............................................................................. 73 
Growth ................................................................................... 73 

Delegation ...................................................................................... 74 
Organizational Problems ................................................................ 75 

Span of Control...................................................................... 75 
Quality Review of Work................................................. 77 
Number of Specialties................................................... 77 
Employee Training, Experience, and Maturity Level..... 77 
Feedback Mechanisms................................................. 77 
Control Mechanisms ..................................................... 78 
Non–Supervisory Technical Work................................. 78 
Geographic Dispersity .................................................. 78 

Unity of Command................................................................. 78 
Unity of Responsibility ........................................................... 80 

 
CHAPTER SIX:  Setting Performance Expectations .......................... 81 

Principles of Setting Goals ............................................................. 81 
Focus on Outputs .................................................................. 82 
Selectivity............................................................................... 83 
Objectivity .............................................................................. 84 

Types of Goals ............................................................................... 85 
Processing............................................................................. 86 
Response .............................................................................. 86 
One–Time Objectives ............................................................ 87 
Improvement.......................................................................... 87 
Self–Development ................................................................. 89 

Steps in Setting Goals .................................................................... 90 
Look at Current Goals or Standards ...................................... 90 
Involve Your Subordinates..................................................... 91 



 

 

Relationship to Existing Performance Standards .................. 91 
 
CHAPTER SEVEN:  Setting Rules........................................................ 93 

Your Authority to Set Rules, Policies.............................................. 94 
Arbitrary ................................................................................. 95 
Capricious.............................................................................. 95 
Abuse of Discretion................................................................ 96 

What Rules to Set........................................................................... 96 
Minimum Work Rules............................................................. 97 

Hours of Work and Work Schedules............................. 97 
Basic Work Schedules and Controls.................... 97 
Lunches and Breaks ............................................ 98 
Allowances for Tardiness..................................... 98 
Overtime and Compensatory Time ...................... 99 

Use of Leave................................................................. 99 
Scheduling Annual Leave .................................... 99 
Use of Emergency Annual Leave ...................... 100 
When Sick Leave Is Allowed.............................. 100 
How to Request Sick Leave and Whom to Call . 101 

Dress .......................................................................... 102 
Dress Code or Lack Thereof .............................. 102 
Uniforms and Equipment ................................... 102 

Use of Office Property and Equipment (Computers, 
Phones, etc.) ...................................................... 102 
Allowances for Personal Calls, Copy Machines, 

Use of Internet........................................... 103 
Use of Equipment and Tools.............................. 103 
Bringing in or Taking Software........................... 103 

Use of Cars.......................................................................  103 
Use of Government Time............................................ 104 
Security Rules............................................................. 104 

Handling Unknown People................................. 105 
Visitors ............................................................... 105 

Firing Offenses ........................................................... 105 
Outside Financial Business on Government Time and 

Property ............................................................. 106 
Safety.......................................................................... 106 

General Standards—Reporting Problems, Safety 
Awareness ................................................ 106 

Reporting Accidents and Occupational  
.................................................................... Disease 106 



 

 

The Most Important Safety Rules for Your 
Environment .............................................. 107 

Rules Unique to Your Job Site............................................. 107 
Use of Alcohol............................................................. 107 

If Allowed, When, and Where ............................ 107 
Drugs and Drug Testing.............................................. 107 
Workplace Violence and Related Issues .................... 108 

Verbal Acts......................................................... 108 
Physical Acts...................................................... 108 
Measures to Take to Protect and Report ........... 108 

Sexual Harassment and Other Inappropriate  
..................................................... Advances and Conduct 109 

Prohibited Verbal Acts ....................................... 109 
Physical Acts...................................................... 109 
Ethical Rules Unique to Your Line of Work........ 109 

 
CHAPTER EIGHT:  Managing Time.................................................... 111 

Principles of Managing Time ........................................................ 111 
The Time and Results Parallel............................................. 111 
Parkinson's Law................................................................... 112 

Parkinson's Law in High–Discretion Jobs ................... 113 
The Input/Output Choice...................................................... 114 

Managing Time of Subordinates................................................... 115 
Evaluating Use of Time........................................................ 116 

Smoke Breaks ............................................................ 117 
Unnecessary Overtime ............................................... 117 
Official Time for Fund–Raising and Other Financial 

Business ............................................................ 118 
Official Time for Personal Business............................ 118 
Wasted Time and Make–Work on the Computer........ 119 

Wasting Time ..................................................... 119 
Make–Work........................................................ 120 

Abuse of Flexible Schedules....................................... 120 
Immediate Actions to Manage Time .................................... 120 

Work Schedules.......................................................... 121 
Overtime ..................................................................... 122 
Work at Home............................................................. 124 

Managing Your Time ........................................................... 125 
Get Away From Your Desk.................................................. 125 

Pry Yourself From Your Computer.............................. 127 
Start Delegating .......................................................... 127 



 

 

Ration Your Time and Commit Yourself ..................... 127 
Spend Time with Employees ............................................... 128 

The Micromanager and the Involved Manager ........... 128 
Mix Yourself Into the Work................................. 130 
Find Out How the Work Is Done ........................ 131 
Look for Problems to Solve................................ 131 
Spend More Time with Your Best Employees.... 132 

Spend Time with Clients and Siblings ................................. 133 
Don't Waste Time on Other People's Priorities.................... 133 

 
CONCLUSION ...................................................................................... 137 

Don't Be Afraid to Set High Standards ......................................... 137 
It's All About the Job..................................................................... 139 
Build on Strength .......................................................................... 140 
What You Do Makes a Difference ................................................ 141 

 
APPENDIX:  Further Reading ............................................................. 143 

Books............................................................................................ 143 
On–Line Resources...................................................................... 144 

Federal News....................................................................... 145 
Legal Decisions ................................................................... 145 


