
One of the primary skills for any worker is communication. Whether you are 
managing a team of accountants, working directly with customers or supervising 
in a factory, it’s essential from the top of the ladder to the bottom. However, 
many people today don’t communicate effectively on the job – including manag- 
ers. Many employers assume that workers should come to them for direction or 
instructions rather than being proactive and approaching their employees. But, 
the truth is that employers and supervisors who take the extra effort to communi- 
cate with each of their employees will come out ahead. Here are five vital com- 
munication tips you can use in your workplace today. 

• Offer clear guidance from the get-go. One of the most important com- 
munication tools between employers and employees is the job description. 
Make sure whenever you hire new employees that their job description is 
clear, accurate and goals-driven. Making sure your employees are equipped 
with proper directions in the form of a clear job description will ensure they 
get to the right destination of achieving their goals. 

• Assume people won’t ask for help. As a manager, employer or supervi- 
sor, one of your key responsibilities is the success of those who report to you. 
But you can’t force people to come to you for help. You can only control 
your effort in communicating. If you see an employee struggling to figure 
something out, be proactive and offer help. As the manager, you will be held 
accountable for their performance – whether by your boss, your customers 
or your market share. Take the time to offer your assistance to employees, 
and you’ll see it’s worth the effort. 

• Conduct regular performance reviews. Performance reviews are a vital 
communication tool for any employer. Though it’s a formal process, reviews 
are designed to equip you to address positive and negative aspects of an em- 
ployee’s performance. It may be difficult to bring up areas where employees 
need improvement in the regular course of the workday, but a formal review 
is the perfect time to communicate any areas that need help. They’re also a 
great time to reward top employees for great performance. 

• Check in regularly. Set a time for regular updates with each employee 
beyond the annual review. Experts recommend scheduling a regular meeting 
ranging from once a week to once a month, based on what each employee 
needs and feels comfortable with. This can be an informal 15 minute conversa- 
tion in which the employee asks for feedback, advice or direction. Make sure that 
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The 2008 Board 
If you have questions, comments, sugges- 
tions, needs, or desire to volunteer, contact 
a board member. 

WEBSITE JOB POSTINGS 
The website is now posting jobs for free 
for all CVHRMA members. For non- 
members, the price is $30 for a 30 – day 
posting. The website has a feature that 
allows a CVHRMA member and/or com- 
pany representative to email their jobs for 
posting. 
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Post your Resume 
CVHRMA lists Human Resource 
Professionals that are looking for a 
career in Human Resources. Re- 
sumes are updated every month on 
our website. Click on the link be- 
low to check them out! 

http://www.cvhrma.org/ 
postresume.html 
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Directions to the SOS Club 
819 Sunset Ave 

Modesto, Ca 
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this time is all about your employee and not devoted to your own agenda. You can always 
call a staff meeting to talk about your ideas and projects. Employees need a time of their 
own to communicate with their bosses as a way to establish trust. 

• Understand generational differences. You may manage people older than you or 
younger than you, but chances are, everyone in your workplace isn’t in the same genera- 
tion. The four generations currently in the workforce include: Traditionalists, Baby Boom- 
ers, Generation Xers and Millennials. Members of each of these generations have different 
communications preferences, and you may need to tailor your efforts, timing and approach 
to suit the specific needs of each generation. 

Focusing on communicating with each of your employees is a vital part of ensuring that you 
are an indispensable part of their success. People who know their boss cares about them be- 
cause they communicate effectively and regularly will be more productive, loyal and en- 
gaged in their work. 

Article brought to you by Express Personnel 
Contact Shannon Gilbert-Weaver @ 209-522-1574 for more information 

CVHRMA lists HR related jobs 
every month on our website. Click 
on the link below to check them 
out! 
www.cvhrma.org/latestjob.html 

Looking for a Job? 
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Con’t Communicate with Employees to Equip them for Success 

PHR/SPHR Study 
Sessions 

If any CVHRMA member is in- 
terested in conducting PHR/ 

SPHR study sessions, please con- 
tact Marcus Wirowek. CVHRMA 
would be able to supply all of the 

study material for the exam. 

Any questions, please feel free to 
contact Marcus Wirowek. 

Laughs/Horror in HR 

Sick Leave: 

I urgently needed a few days off work, but I knew the Boss would not allow me to take a 
leave. I thought that maybe if I acted "CRAZY" then he would tell me to take a few days 
off. So, I hung upside down on the ceiling and made funny noises. My co-worker asked me 
what I was doing. 

I told her that I was pretending to be a light bulb so that the Boss would think I was 
"CRAZY" and give me a few days off. 

A few minutes later the Boss came into the office and asked, "What are you doing?" 

I told him I was a light bulb. 
He said, "You are clearly stressed out. Go home and recuperate for a couple of days." 

I jumped down and walked out of the office. 
When my co-worker followed me, the Boss asked her, "And where do you think you're 
going?" 

(You're gonna love this.....) 
She said, "I'm going home too, I can't work in the dark."


