USAF Supervisor’s Course
[image: image1.png]



Making the Transition to Supervisory Responsibilities 
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Making the Transition to 

Supervisory Responsibilities
In periods where there is no leadership, society stands still. Progress occurs when courageous, skillful leaders seize the opportunity to change things for the better.                                                                            

                                                                                                   Harry S. Truman

Basic Leadership Skills

The text book definition of management is, “the effective utilization of resources to achieve predetermined objectives.”  While there are a number of resources a supervisor is responsible for overseeing, the focus of this program is strictly limited to the “people” part of leading in the Air Force.  For most organizations their most expensive, unpredictable (and occasionally most unavailable) resource is their human resource. The ability to maximize performance is one of the toughest responsibilities a supervisor will face.

Another troublesome challenge for leaders and supervisors is not related to the employee at all. It is the difficulty of making the switch from being and thinking like a great doer to thinking like and being a great leader. 

Research indicates that most leaders get their promotions for one of three reasons. First, they were a great doer. Second, they had seniority. Third, there was a relationship between them and their boss. All of these could be legitimate reasons for promotion, but none prepare you for the job or guarantee that you can lead others. A title is not the answer—you need leadership skills.

Switch Hats

Don’t be a supervisor only by title--instead think like a leader!

What is the difference?

Create a Vision


Brainstorm on what you want your team or group to look like six months in the future.

Identify Your Critical Success Factors to Get There


In order to fulfill the vision you have for the team or group, what is absolutely critical for you to fulfill?  Make a list and try to limit it to six to eight.

	
	


M

aking the shift from doing the work to supervising the work requires mental and behavioral changes that will get you the best results as a leader and getting results is the number one priority for supervisors in the Air Force. 

The first step is to analyze where you are now and then set goals to determine where you are going. This process works well for your self-development also. 

Today we’ll focus on transitioning to a supervisory position. Tomorrow we’ll discover how to set clear, attainable goals. Turn the page to look at some supervisory guidelines.

G
uideline 1

Learn Important Things First (for my job and to those above me!)

· How does my group support the USAF mission?

· What services/products do we provide?

· How long does it take my group to complete the service or make/

deliver the product?

· How many services/products are completed in a day/week/month?

· What is the “outside” perception of my group?

G
uideline 2

When you are supervising past peers or friends, start firm—even tough—but be fair.

G
uideline 3

As you gain outside information about your group, don’t ask others about the quality of your people.

G
uideline 4

Discover your boss’ likes and dislikes.

G
uideline 5

Be loyal to your superiors.

G
uideline 6

Try to eliminate surprises.


Moving From Peer To Management


Build and Maintain Employee Buy-In

1. Get participation

· 50% reduction in implementation time

· Raise commitment

2. Reward team skills such as (more about how in module 18)

· Helping a team mate 

· Maintaining a positive attitude

· Serving as a backup

· Learning a new skill

3. Use your group’s expertise

· Take all suggestions seriously

· Allow employees to test their ideas

· Delegate what employees enjoy or do well (more in module 19)

4. Give employees room

· Set goals and measure the results (goal-setting in module 7)

· Teach employees how and then let them set their own priorities

· Remember the employees’ way isn’t necessarily wrong (even if different)

5. Eliminate senseless rules under your jurisdiction

· Rules should be tied to results

· Performance can equal freedom

Let’s Check Our Resources

Describe any other experience that will help you as a supervisor.

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

What do you expect to gain from this class?

________________________________________________________

________________________________________________________

________________________________________________________

________________________________________________________

Check Yourself!

1. Another troublesome challenge for managers and supervisors is not related to the employee at all. It is the difficulty of making the switch from being and thinking like a great doer to thinking like and being 

___________________.

__

2. What are critical success factors and why are they important to your success as a supervisor?

3. Name the six “supervisory guidelines.”


a.


b.


c.


d.


e.


f.

4. Discuss why you would want employee buy-in? When would you not 

    want employee buy-in?
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Day 1





















































































































































Objectives of this module are to:





Become aware of the challenges in making the transition to supervisory responsibilities;


Share the guidelines of being a supervisor; and


Clarify the expectations of the class regarding supervising. 








Upon completion you will be able to:





Plot where you are in your supervisory transition and map a future direction. 











































































































































































































The Six Most


Common Pitfalls





Under supervising





Over supervising





Listening too much or long





Listening too little or too short





Not leaving your work space to wander around





Little understanding of communication preferences
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