
 (EXAMPLE)
( Global Training Institute 2006

This is purely an example of the Documents to be considered for your organisation. The degree of sophistication and Professionalism will depend on the type of Business you are in and the Type of people working with the document i.e. A 17 page written document fully formatted in the latest of style may be rejected by the 25 yrs of service welder as irrelevant, where as a 5 page document full of drawings and pictures could be very effective in getting the point across.   A range of styles have been given as examples.

	PART 1                    TEAM REVIEW

	Name:
	Department:


	PART 2

	This form helps both parties prepare for a constructive Position Review Meeting. It allows the each person to prepare his or her responses at his or her own pace. At the same time it allows each participant an opportunity to prepare for any concerns or questions either party may have. Please complete and return this form to your supervisor at least one week prior to the date of your review. 

	1. What do you feel you have done well this period? What have you achieved this period?

	2. What have you found most difficult and why?

	3. What solutions would you recommend to address the above issues?

	4. Are there factors outside of your control, which have affected your performance?

	5. What do you think is the best way to address these issues, if any; and by whom?

	6. Have you any skills, aptitudes or knowledge not fully utilized in your job? Are there skills that you wish to develop?

	7. What aspects of your job give you the most satisfaction?

	8. Are there any aspects of your job with which you are dissatisfied?



	9. What do you think about the strategy of the company?

	10. If you have submitted ideas or suggestions for improvement, have they been well received, acknowledged and acted upon?

	11. What Goals / Objectives do you want to achieve in the next review period?


	PART 3: How do you rate the company in the following areas? Your perception is very important to us.

	
	1 

Very Poor
	2 

Poor
	3 

Average
	4 

Good
	5 

Very Good
	Do you feel this area is: Improving (I) Not Improving (NI) or the Same (S)?

	Organizational clarity
	
	
	
	
	
	I 
NI 
S

	Strategic Direction/Vision
	
	
	
	
	
	I 
NI 
S

	Communication – Top Down
	
	
	
	
	
	I 
NI 
S

	Communication – Bottom Up
	
	
	
	
	
	I 
NI 
S

	Concern for Job Enrichment
	
	
	
	
	
	I 
NI 
S

	Concern for Employee Development
	
	
	
	
	
	I 
NI 
S

	Utilization of Technology
	
	
	
	
	
	I 
NI 
S

	Compensation
	
	
	
	
	
	I 
NI 
S

	Sense of Urgency
	
	
	
	
	
	I 
NI 
S

	Commitment to Quality
	
	
	
	
	
	I 
NI 
S

	PART 4: Your Role

	Do you understand your role in the company? 

Is clarification required?


Do you feel others understand your role?

Do you have a clear job description?


When was it last updated?



	PART 5: How often would you like to receive a performance review (Note: This does not constitute a salary review)

	Monthly 
Quarterly 
Semi-Annually 
Annually


Induction system for ABC Company

Each new person employed by ABC Company must complete this induction prior to starting.  Each person must be made aware of and understand policies and procedures in relation to workplace health and safety and machinery operation and maintenance systems.  Each person must acknowledge they have received training in the appropriate areas by ticking and initialling each component and signing at the bottom of this form.


Tick

·     I have received instruction on where I am to walk within the proximity of operating machinery.

·     I have received instruction on the use of the XYZ machine and know how to operate the machine safely and effectively.

·     I know the location of a complete policy and procedure manual for ABC Company and I am able to access it any time during working hours.

·     I have received a full job description, key accountabilities, and understand my responsibilities within this position description.

·     I understand the operating systems of the machinery and that not following the systems can cause massive injury to others or myself.  I hereby agree to work within only these systems are not to deviate from them.

·    I agreed to keep my first-aid certificate qualification current.

·    I understand that all equipment, office supplies, machines, operational tools, computer software is to be used in accordance with its design only.

·    I agree to wear all recommended personal protection equipment within the appropriate operating areas.

·    I understand that if I am under the influence of alcohol or drugs in the workplace I will be instantly dismissed.

·    I am prepared to work within the code of conduct with in this organisation.

Initials __________    

I hereby understand all the areas listed above an agreed to work in the policies and procedures of ABC Company, and any failure on my behalf to do so could result in my instant dismissal.

Name______________________     Date      /    /         Signature _________________

Job Description

Personal Assistant 

System Support for all trainers QLD

TBO Support

Encouragement of trainers day to day

Coordination of seminars & workshop

Implementing systems

Goal setting, preparing work schedule

Incoming and outgoing of emails & faxes

Retrieving emails 2-3 times a day

Entering data into TBO – new contacts, appointments, etc

Answer and take phone messages

Confirm appointments

Stationery and stock orders

Book of the month 

Birthday and special occasion cards

Send and retrieve mail from Post office

Backup of hard drive

Databases – cleaning, merging and printing 

Data entry

Large Direct Mail 

Typing letters, reports, marketing pieces, etc

Filing

Occasional Cleaning

Creating information packs


Folders for clients


Mailing labels


Certificates, etc

Maintenance of computer &equipment








1
Purpose: 
A policy to satisfy the requirements of the Privacy Act legislation governing the privacy of individuals and the information they provide for operational purposes.

2
Scope: 
This policy shall apply to the use of information provided by participants and staff of ‘The XYZ’ Training Centre.

3
Responsibility:
It shall be the responsibility of the Director to ensure this policy is complied with.

It shall be the responsibility of the Operations Manager, (in the capacity of Privacy Officer) to implement the procedure and manage its compliance.

It shall be the responsibility of all staff to comply with the requirements of the policy.

4
Definition:

Nil

5
Policy:
5.1
Acknowledgement:

‘The XYZ’ Training Centre acknowledges and respects the privacy of individuals.  
5.2
Collection and Use of Information:

Collection and use of an individual’s private information shall be subject to the following guidelines:

· The individual knows of and consents to the collection.

· The information shall be used for the purposes for which it was collected, e.g.:

· Training methodology.

· Mailing of information relevant to the person, etc.

· No disclosure to a third-party without the individual’s consent.

· No disclosure to other institutions and authorities unless required by law.

· Access by the individual to their recorded information within 14 days of receiving a written request, (an administration fee may apply).

· Information protection and usage restricted to those persons responsible for its maintenance and usage, e.g.,

· Computer password protection.

· Hard copies in lockable filing cabinets.

· Access limited to authorized personnel.

END OF POLICY
Key Accountabilities for Sales Person
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1. Introduction

The terms and conditions of employment outlined in this document cover all employees of       trading as       (“Employer”).

Note that the term ‘appointment letter’ encompasses all letters that appoint you to any position in Employer, including letters of offer, promotion and transfer.

2. Remuneration

Total salary packages within Employer are known as Position Cost Budget (PCB).  Details of your PCB will be attached to your appointment letter as a separate document.

Payment of Base Salary

Your base salary will be paid by electronic funds transfer into your nominated bank account.  Your appointment letter states whether you are paid on a fortnightly or monthly basis. 

Employees paid fortnightly are paid every second Thursday for that week and the following week.

Employees paid monthly are paid mid month for that calendar month.

You must complete a Salary Bank Deposit form upon your commencement.  You may arrange with Human Resources for separate deductions to be taken from your salary each time you are paid.  

Health Insurance Deductions

Deductions for HCF, MBF and NIB can be organised by contacting the Human Resources Department.

Salary Review

Your PCB will be reviewed on a yearly basis in April. Only employees with more than 3 months service at the time of review will be eligible for the review unless otherwise agreed.

Any salary adjustment is at Employer’ discretion.  Nothing in this clause entitles you to a salary increase.  

Overtime

Your entitlement to overtime will be stated in your appointment letter and will be paid in accordance with the Employer Overtime Policy or any applicable award. 

Superannuation

Employer operates two superannuation funds for employees: the      .  A Trustee Company, managed by a Board of Directors, runs the plan. Your appointment letter states which Superannuation Fund you are eligible to join upon commencement in your position.

If you are eligible for TEST, Employer will contribute 9% of your base salary to the fund in line with the Superannuation Guarantee Levy. 

TEST includes a minimum compulsory Death and Disablement insurance cover (1 Unit).  Disablement cover is only available for permanent employees who work for 15 hours or more per week. You can choose extra Units of insurance (up to 10 Units in total) by advising Human Resources. Choosing up to 2 extra Units within 30 days of your start date of employment will not require medical questions. Beyond the 30 days, or if you choose more than 2 extra Units, you will need to answer medical questions.

Please note that you may voluntarily elect to make additional pre-tax contributions to the TEST fund. Contributions will alter your base salary and the leave loading components of your total PCB.

If you are eligible for TASP, Employer will contribute 9% of your base salary.  It is a requirement of joining TASP that in addition to Employer contributions, pre-tax deemed member contributions of 5% are made.  These monies are not available to be converted into cash salary or other benefit.

Note that Superannuation contributions form part of your PCB.

Expense Reimbursement

Legitimate and reasonable business expenses incurred by you while undertaking your duties and approved by Employer will be reimbursed upon the production of receipts.  Further information is contained within the Expense Reimbursement Policy, which may be accessed on the Employer Intranet site.

3. Performance

Duties and Responsibilities

You are required to carry out, to the best of your skill and ability, all requirements of your position as set out in your Position Description.  You may also be required to perform other duties as required by Employer in addition to the duties set out in your Position Description.

Performance Appraisal

Performance reviews are conducted twice yearly and include a documented assessment of your performance against job-related performance criteria, a feedback and development discussion with your manager and completion of an employee development plan.  This plan may set out actions designed to improve job performance, such as access to training and performance improvement programs. 

Performance Management

In the event your performance or conduct does not meet Employer’ expectations, our performance management process are designed to help and encourage you to achieve and maintain high standards of conduct, attendance and job performance.  Full details of the Performance Improvement Policy and Procedure may be accessed on the Employer Intranet site.

4. Hours of Work

Core Office Hours

The standard number of hours to be worked by full time permanent employees is 37.5 per week.  The core office hours depend on your location.  For employees located in NSW, Victoria, Western Australia and South Australia the core office hours are 8.45am – 5.00pm, Monday to Friday with a 40-minute lunch break Monday to Thursday and a 60 minute lunch break on Friday.  For employees located in Queensland, the core office hours are 8.30am to 5.00pm Monday to Friday with a 60-minute lunch break daily.

Please note that these are the core office hours only and changes may occur from department to department depending on business requirements and where agreement is reached between employees and management.  

5. Probationary Period

Your employment will be subject to a three-month probationary period.  At any time during the probationary period your employment may be terminated by either party on five working days’ notice or, by Employer making a payment of five days’ pay in lieu of notice or part thereof.  

During the probationary period, Employer will assess your suitability for the position.  If at the end of the probationary period, if you do not meet the required standard your employment will automatically terminate on expiry of the probationary period.  As an alternative to terminating your employment, Employer may, at its discretion, extend your probationary period by a further period to a maximum duration of three months.

6. Professional Conduct

The following code of conduct contains a set of general business ethics applicable to all employees of Employer.

Equal Employment Opportunity

Employer is committed to the principles of Equal Employment Opportunity (EEO), which upholds an employee's entitlement to a workplace free of harassment, victimisation, vilification and discrimination.  Employer' management philosophy is one that promotes mutual trust, respect, equity and fair treatment for all employees.

EEO in the workplace means that all employees or prospective employees will be entitled to employment, promotion and training on the basis of their skills, knowledge, abilities and experience rather than on the basis of irrelevant factors.

A copy of the Equal Employment Opportunity Policy and Procedure may be accessed on the Employer Intranet site.  All employees are required to be familiar with the policy and comply with its provisions.

Complying with Rules, Regulations and Legal Requirements and Company Policy

Employees of Employer are required to abide by all applicable rules and regulations and Government legislation.

Policies

Employees must abide by all of Employer’ policies as replaced amended or varied from time to time.  If an employee fails to abide by Employer’ policies, it may lead to disciplinary action up to and including the termination of employment.

Confidentiality

The principle of 'confidentiality' underlies all functions of Employer activities.  Employees must treat all information and material that concerns Employer’ business affairs, or its customers or its employees, with absolute confidentiality.  Accordingly you agree that you will not either during or after your employment with Employer, use any confidential information for the benefit of any person or entity except Employer.  Your obligations regarding confidentiality continue after your employment relationship with Employer has ended.

 “Confidential information” includes all information and intellectual property, however recorded or stored, relating to the business interest, methodology or affairs of Employer or any person or entity with which Employer deals or is concerned which is not in the public domain.  

Honesty and Integrity

To ensure that Employer retains the trust and confidence of its customers and the general public, employees must at all times perform their duties and responsibilities with honesty, integrity, objectivity and diligence.

Conflict of Interest

Employees must not be engaged or interested in any activity that may be in conflict with the interests of Employer.  Employees must not engage or have an interest in any business or employment outside Employer that may

· Adversely affect or otherwise interfere with the employee’s performance of his or her duties at Employer; 

· Influence the judgement of the employee so that he or she may not act in the best interests of Employer; or

· Involve the employee in any financial dealings on behalf of a company or other body with Employer.

You must not communicate with the media about any aspect of Employer’ business activities, unless you have received specific permission from the relevant Manager and have complied with all relevant Employer policies.

Use of Systems and Computer Software

You must familiarise yourself and comply with Employer’ policies and procedures.  

You must not introduce any unauthorised software onto Employer' computers as this can lead to criminal penalties for software piracy, as well as infection of the Employer system by computer viruses.  

In addition, you must ensure that your computer passwords are never left unsecured.  

While Employer respects your privacy, Employer reserves the right to conduct systems monitoring and access files, emails and logs as required for business purposes.

Dishonest Behaviour

You must use Employer’ assets responsibly in accordance with work requirements.  Such assets include Employer computer equipment, office supplies and equipment, Employer funds and business information.  You must not:

· Take or use for personal benefit any Employer asset; or

· Assist others who engage in such behaviour.

Gifts, Favors, Entertainment

You may only accept a gift or form of entertainment if it is of nominal value, is justifiable in all circumstances, is not a bribe and will not influence your decision-making regarding the best interests of Employer.

Community Support

Employer endeavours to take a constructive interest in community affairs and supports appropriate charitable, professional or community activities.

Workplace Safety

You must comply with Occupational Health and Safety laws operating in the state in which you are employed.  You must also comply with the Employer Occupational Health and Safety Policy, which may be accessed on the Employer Intranet site. 

Company Resources

Company vehicles and other company resources are solely available for the purpose of carrying out Employer business and must not be used for personal matters.

Professional Dress and Conduct

You are to wear professional business attire while on Employer business, unless formally exempted by Employer.  You must conduct yourself in a professional and considerate manner in dealing with Employer customers and other members of staff.

Acting within Delegated Authority

You will be informed of the limits of your authority in acting for or speaking on behalf of Employer.  If you are uncertain of the limits of your authority, you must refer to Employer’ policies and procedure and/or to your immediate Supervisor or Manager.

Consequences of Breaching the Code of Professional Conduct

If the standards of conduct set out in this section 6 ‘Professional Conduct’ are breached, you will face disciplinary action which may lead to termination of your employment, and, in some circumstances, legal proceedings.  If you are uncertain as to whether your actions may breach the standards set out in this section, you should seek your Manager's advice.

7. Termination of Employment

Employment may be terminated by either you or Employer giving one pay period’s notice, except during the probationary period when 5 days notice is required.

Employer, at its discretion, may pay out your notice or part thereof or require you to perform different duties while you are on notice.  

Employer may, however, terminate your employment without notice if you are guilty of negligence or misconduct or if you breach Employer policies and procedures or the terms of this document.

8. Non Competition

During employment

You represent and warrant that you will not without the prior written consent of Employer during your employment with Employer either directly or indirectly in any capacity (including without limitation as principal, agent, partner, employee, shareholder, unit holder, joint venturer, director, trustee, beneficiary, manager, consultant or advisor) carry on, advise, provide services to or be engaged, concerned or interested in or associated with any business or activity which is in competition with any business carried on by Employer (or any related company of Employer), or be engaged or interested in any public or private work or duties which in the reasonable opinion of Employer may hinder or otherwise interfere with the performance of your duties under this Agreement.

After employment

You represent and warrant that you will not without the written consent of Employer during the period of 6 months after termination of your employment with Employer, however that termination occur:

· Anywhere within 5 kilometre radius of the principal place at which you work directly or indirectly in any capacity (including without limitation as principal, agent, partner, employee, shareholder, unit holder, joint venture, director, trustee, beneficiary, manager, consultant or advisor) carry on, advise, provide services to or be engaged, concerned or interested in or associated with any business or activity which is competitive with any business carried out by Employer (or any related company of Employer) at the date of termination of your employment;

· Canvass, solicit or endeavour to entice from Employer any person who or which at any time during your employment or at the date of termination of your employment was or is a client or customer of or supplier to Employer (or any related company of Employer) or in the habit of dealing with Employer (or any related company of Employer);

· Solicit, interfere with or endeavour to entice away any employee of Employer (or any related company of Employer); or

· Counsel, procure or otherwise assist any person to do any of the acts referred to in the preceding three paragraphs.

This clause does not prohibit you (whether directly or through nominees) from holding shares listed on a recognised stock exchange, provided you do not hold more than 5% of the issued capital of a company.

9. Awards

Your employment may be subject to a relevant award made in accordance with State or Federal legislation.  The Award does not form part of the terms and conditions of your contract of employment.

10. Leave Entitlements

Annual Leave

Full-time employees are entitled to four weeks (20 working days) of annual leave for each completed year of service. This may be taken in up to four separate blocks.  Employees must take their annual leave within 6 months of the date it accrues. Employer may in certain circumstances direct you to take annual leave.  Part-time employees accrue four weeks annual leave, in proportion to the amount of time worked each week.

Depending on whether you are a full or part time employee, will determine your entitlement to annual leave.

Long Service Leave

An employee is eligible for long service leave upon completion of the following years of continuous service with Employer.

	PRIVATE
State
	Years of Continuous Service
	Period of Leave After Initial Eligibility
	Subsequent Periods of Leave Thereafter

	New South Wales
	10 years
	2 months
	1 month after each 5 years

	Victoria
	15 years
	13 weeks
	4 1/3 weeks after each 5 years

	Queensland
	15 years
	13 weeks
	13 weeks after each 15 years


Sick Leave

The table below outlines sick leave entitlements for full-time employees:

	PRIVATE
Years of service
	Sick leave entitlement each anniversary year

	1st year
	5 days (NSW & VIC)      8 days (QLD)

	2nd and subsequent years
	8 days (NSW, VIC & QLD)


Part-time employee sick leave entitlements accrue on a pro-rata basis in proportion to the amount of time worked.

Any entitlement to accrued sick leave is not payable on the termination of your employment.

Other Leave

The Leave Policy can be accessed on Employer Intranet site with details the following leave entitlements: 

· Carer’s Leave; Bereavement Leave; Jury Service Leave; Defence Force Service Leave; Parental Leave; Voluntary Services Leave; Blood Donor’s Leave; and Study and Examination Leave.

11. Other Company Policies and Procedures

The information contained within this document together with more detailed Employer policies and procedures can be found on the Employer Intranet site.  Your manager will make the Intranet site known to you within your first few days of employment. 

CHILDCARE TRAINEESHIP

Please complete and hand to one of our designated team.  Thank you for your interest.

Name: ___________________________________________

Age: ____________________________________________

Phone Number: ___________________________________

Are you willing to undertake the following (please tick):

· A medical check at a doctor

· A first aide certificate

· A criminal history check

· A personal character check 

· 12 months of study  in your own time as well as work time

· Participation in seminars and meetings in work time and own time

· A willingness to be guided and learn during the 12 months

· A willingness to try and fit in with the team here

· Learn names of children and parents and take a personal interest in them

· Personal growth and development

· All duties specified in job descriptions and extra ones to help with the overall running of the centre

· That will abide by the Centre Culture Vision and goals

· Support other team members here

· Have an open drivers license

Signature

Official Use

1.__________________________________________________________________________________
2. 


3. 


4.


5.

 
Behavioral STYLE ANALYSIS 

TITLE:           FIRST NAME:




LAST NAME:

· Male 
Female

Date of Birth 

   (d/mm)
Position







	
	M
	L
	


	
	M
	L
	



	1
	
	
	Gentle - Behaving compassionately towards others
	13
	
	
	Assertive - Taking control when a situation calls for it 

	
	
	
	Persuasive - Persuading others to your point of view
	
	
	
	Charismatic - Being the centre of attention 

	
	
	
	Humble - Showing modesty in describing your achievements
	
	
	
	Accommodating - Helping other people when you can 

	
	
	
	Original - Producing original ideas
	
	
	
	Apprehensive - Avoiding unnecessary risks 

	2
	
	
	Attractive - Receiving attention from other people
	14
	
	
	Cautious - Taking care to get things exactly right 

	 
	
	
	Honest - Working together with others to achieve an aim 
	
	
	
	Resolute - Refusing to accept defeat 

	 
	
	
	Stubborn - Standing up for your rights
	
	
	
	Influential - Making a difference to other people 

	 
	
	
	Affectionate - Showing affection in personal relationships
	
	
	
	Good-natured - Giving others the benefit of the doubt 

	3.
	
	
	Passive -Knowing when to admit defeat
	15
	
	
	Flexible - Volunteering to help others 

	
	
	
	Bold - Trying out new experiences 
	
	
	
	Eager - Enjoying your work 

	
	
	
	Loyal - Remaining loyal to your friends 
	
	
	
	Agreeable - Reaching a compromise solution when you can 

	
	
	
	Lively -Being thought entertaining by others 
	
	
	
	Dynamic - Approaching problems in a dynamic and original way

	4.
	
	
	Open-minded - Listening to new ideas with an open mind 
	16
	
	
	Optimistic - Expecting things to turn out for the best 

	
	
	
	Obliging -Being ready to make a sacrifice for others 
	
	
	
	Sympathetic - Sympathising with others' problems 

	
	
	
	Determined - Showing determination in achieving a goal 
	
	
	
	Patient - Dealing calmly with difficult situations 

	
	
	
	Cheerful - Maintaining a cheerful outlook 
	
	
	
	Demanding - Demanding high standards 

	5
	
	
	Humorous - Having other people enjoy your company 
	17
	
	
	Controlled - Maintaining a standard of self-discipline 

	
	
	
	Precise - Taking pains to achieve precise detail 
	
	
	
	Generous - Being ready to forgive others 

	
	
	
	Daring - Standing up for your views and opinions 
	
	
	
	Animated - Making sure others understand your point of view

	
	
	
	Even-tempered - Remaining calm and even-tempered 
	
	
	
	Ambitious - Seeing a task through to the end

	6
	
	
	Competitive - Keeping a competitive edge over others 
	18
	
	
	Respected - Setting a standard for others to look up to 

	
	
	
	Considerate - Taking time to think about other people's needs 
	
	
	
	Kind - Being kind and thoughtful 

	
	
	
	Happy - Maintaining a happy and optimistic view of life 
	
	
	
	Sensitive - Knowing when to accept defeat 

	
	
	
	Harmonious - Keeping on good terms with as many people as possible
	
	
	
	Forceful - Having a forceful personality 

	7
	
	
	Exacting - Explaining things precisely when required 
	19
	
	
	Courteous - Having respect for other people 

	
	
	
	Obedient - Following the rules at all times 
	
	
	
	Pioneering - Being ready to try new approaches to a problem 

	
	
	
	Domineering - Being in control of your life 
	
	
	
	Confident - Being confident in the company of others 

	
	
	
	Whimsical - Deriving enjoyment from everything you do 
	
	
	
	Unselfish - Always taking others' points of view into account 

	8
	
	
	Intrepid - Being ready to take risks when required 
	20
	
	
	Aggressive - Being prepared to confront others when necessary

	
	
	
	Emotional - Communicating in an inspiring way 
	
	
	
	Adaptable – Adapting well to new situations 

	
	
	
	Submissive - Accepting your lot in life
	
	
	
	Relaxed - Having a calm and relaxed approach to life 

	
	
	
	Shy - Preserving the status quo 
	

	
	
	Light-hearted - Generating a light-hearted atmosphere 

	9
	
	
	Sociable - Enjoying the company of other people 
	21
	
	
	Trusting – Trusting other people 

	
	
	
	Tolerant - Accepting faults in others 
	
	
	
	Contented - Being satisfied with your place in life 

	
	
	
	Self reliant - Being sure of your own abilities 
	
	
	
	Positive - Maintaining a positive approach 

	
	
	
	Restrained - Avoiding confrontational situations 
	
	
	
	Peaceful - Trying to avoid conflict 

	10
	
	
	Adventurous - Taking full advantage of opportunities 
	22
	
	
	Likeable - Being liked by other people

	
	
	
	Receptive - Being receptive to new ideas 
	
	
	
	Cultured - Maintaining a wide general knowledge 

	
	
	
	Friendly - Being friendly and cordial whenever possible 
	
	
	
	Vigourous - Approaching problems with vigor and zest

	
	
	
	Moderate - Behaving in a moderate, restrained way 
	
	
	
	Lenient - Accepting faults in other people 

	11
	
	
	Talkative - Expressing ideas to other people 
	23
	
	
	Enthusiastic - Being regarded as good company 

	
	
	
	Guarded - Maintaining a self-disciplined approach 
	
	
	
	Accurate - Ensuring that your work is accurate 

	
	
	
	Conventional - Following convention where possible 
	
	
	
	Outspoken - Speaking out on matters that are important to you 

	
	
	
	Decisive - Making decisions and standing by them 
	
	
	
	Hesitant - Employing restraint and self-control 

	12
	
	
	Polished - Presenting a polished and professional image 
	24
	
	
	Impatient - Completing tasks as quickly as possible 

	
	
	
	Audacious - Not being afraid to cause offence 
	
	
	
	Neighbourly - Adopting a neighborly attitude 

	
	
	
	Diplomatic - Avoiding hurting other people's feelings
	
	
	
	Popular - Having a wide circle of friends 

	
	
	
	Contented - Being happy in your work 
	
	
	
	Methodical - Approaching problems in a systematic way 


Instructions: Think of you at your best and doing a good job.  Which one phrase in each box is most like you and one that is least often like you? Do not skip any. There is no “best” answer, so when all answers (or none) seem to apply, rank them, and then check the one ‘Most’ and one ‘Least’ answer in each set. Take only 10-15 minutes and make only 2 marks in each set of four behavioral descriptions

Example


	
	M
	L
	



	a
	
	
	Adopting a dominant attitude towards others

	b
	X
	
	Influencing other peoples ideas

	c
	
	X
	Remaining steady and calm at all times

	d
	
	
	Complying with instructions and regulations

	“Areas to Make YOUR Business Work 

	    More Effectively and Efficiently”
	

	Human Resource Team
	Work Now
	Work Now
	Need To 

	
	Work Well
	Work Poorly
	Do

	1.      Job Descriptions
	
	
	

	2.      Employment Agreement
	
	
	

	3.      Train on skills
	
	
	

	4.      Professional Library
	
	
	

	5.      Professional Development Days
	
	
	

	6.      Team building Days.
	
	
	

	7.      Reward program for desired performance
	
	
	

	8.      Grievance policy and system
	
	
	

	9.      Code of conduct
	
	
	

	10.   Code of Honour
	
	
	

	11.   Personal Development opportunities
	
	
	

	12.   Mentoring or coaching
	
	
	

	13.   Organisational review
	
	
	

	14.   Team review
	
	
	

	15.   Common game
	
	
	

	16.   Culture of ownership and improvement
	
	
	

	17.   New policy implementation system
	
	
	

	18.   Team social functions
	
	
	

	19.   Employment System
	
	
	

	20.   Key Accountabilities and Performances
	
	
	

	21.   Regular Toolbox or team meetings
	
	
	

	22.   Workflow meetings
	
	
	

	23.   Opportunity for Career Advancement
	
	
	

	24.   Opportunity for remuneration Advancement
	
	
	

	25.   Opportunity for Contribution
	
	
	

	26.   Sponsor a Child or charity
	
	
	

	27.   Team teach team
	
	
	

	28.   Individual Goal and mission setting
	
	
	

	29.   External facilitators
	
	
	

	30.   Guidance and Counselling
	
	
	

	31.   Personality, behavioural & Communication style and skill profiling and testing of the job description & tasks
	
	
	

	32.   Show the big picture, Vision, Mission
	
	
	

	33.   Statement of responsibility extent
	
	
	

	34.   Empower & energize Team
	
	
	

	35.   Team to Board Directors Meetings
	
	
	

	36.   Open company books to team
	
	
	

	37.   Rotate Leadership
	
	
	

	38.   Robust brisk debate
	
	
	

	39.  Personal use of business assets policy
	
	
	

	40.  Create & follow employment system
	
	
	

	41.  Include team in employment process
	
	
	

	42.  Call others on the code of conduct
	
	
	


The Real Reason Why Employees Leave

The following information is taken from the book, The 7 Hidden Reasons Employees Leave: How To Recognize The Subtle Signs and Act Before It’s Too Late, by Leigh Branham, 2005, AMACOM publishers. 

The Saratoga Institute conducted a survey and it revealed that 89% of managers believe employees leave for more money. But, in fact, the survey found that 88% of employees leave for reasons other than money. What a disconnect!

Maybe it is easier for managers to think that money is the real issue, rather than hear that there are things that need to be fixed. But, the truth is, there are things that can be done to keep employees happy and productive, and on the job.

The 10 most frequently mentioned issues that employees say companies do poorly are:

· Poor management—uncaring and unprofessional managers; overworking staff; no respect, not listening, putting people in wrong jobs; speed over quality; poor manager selection processes. 

· Lack of career growth and advancement opportunities—no perceivable career paths; not posting job openings or filling from within; favouritism or unfair promotions. 

· Poor communications—problems communicating top-down and between departments; after mergers; between facilities. 

· Pay—paid under-market or less than contributions warrant; pay inequities; slow raises; favouritism for bonuses/raises; ineffective appraisals. 

· Lack of recognition—that says it all. 

· Poor senior leadership—not listening, asking, or investing in employees; unresponsiveness and isolation; mixed messages. 

· Lack of training—nonexistent or superficial training; nothing for new hires, managers, or to move up. 

· Excessive workload—doing more with less; sacrificing quality and customer service for numbers. 

· Lack of tools and resources—insufficient, malfunctioning, outdated, equipment/supplies; overwork without relief. 

· Lack of teamwork—poor co worker cooperation/commitment; lack of interdepartmental coordination. 

If you see that these are problems in your workplace, actively work to get them corrected through work team initiatives, discussions with your manager, or sharing corporate models where things are done right. Sometimes it is easier to fix the problem then move on and start anew.

Why Good Employees Leave
by Louise Kursmark
Monster Contributing Writer
In any employment market, good companies want to keep their best people. But when labour becomes scarce, as the US Bureau of Labour Statistics projects it will for the next decade or so, employee retention becomes an increasingly critical priority. 

What, then, can companies do to retain the people they worked so hard to recruit? From an informal survey I conducted of more than 100 executives recently in a career transition, several important facts emerge.

Compensation

The Issue: While just 31 percent of respondents indicated making more money was their primary reason for job hunting, it's evident that paying competitive salaries is an important retention tool.

What You Can Do:
· Use industry surveys and other data tools to stay informed on wage trends.

· To benefit both company and employees, tie increased pay to meeting specific goals aligned with business objectives.

· Collect data from exit interviews to document trends from your departing employees, then use this data to make a business case for increasing salaries across the board.

· Survey employees to find out what perks, benefits and forms of compensation other than money will help keep them on board.

Management and Retention

The Issue: In the survey, comments about poor management abounded. For 29 percent, the fact that they "did not like, respect or get along with their manager" was a significant factor in their decision to leave.

According to Irving Stackpole, president of healthcare consulting firm Stackpole & Associates, "It's absolutely clear that the reason people stay in jobs are the relationships that they have -- primarily with their supervisor." And when those relationships are strained, many people leave.

What You Can Do:
· Improve managers' leadership, communication and interpersonal skills through coaching, training and feedback. Rate these key skills in their evaluations, and tie compensation to performance.

· Create a safe environment and process for employees to bring up concerns with their managers. Address problems quickly.

Communication

The Issue: When asked what advice they would give management to keep talented staff on board, survey respondents repeatedly mentioned better communication of company goals, performance expectations and value/appreciation of staff work.

What You Can Do: Consider this sampling of ideas from the survey, and compare how your own company and its managers operate:

· Provide clear vision, strong and consistent communication, teamwork and respect for workers' efforts.

· Share the company vision/mission clearly and regularly.

· Collaborate, communicate and listen. Happy employees accomplish amazing things.

Case Study: Why One Good Employee Left

For one senior executive, the decision to leave his job came down to listening and respect. After leading a successful turnaround of his division, he was excited to learn that the board of directors was launching a CEO search to replace the departing top executive. Because of his knowledge of the company and undisputed successes leading one of its most challenging divisions, he felt he was a strong candidate.

After drafting a resume and cover letter that put forth his vision of the key challenges and growth opportunities facing the organization, he assembled a strong list of references and alerted each to expect a call from a board member. He sent in his package with confidence that he would be able to expand on his ideas during an interview.

A few months later, he is actively searching outside the organization. His interview turned out to be a 20-minute meeting with a board member who clearly hadn't read his documents or contacted any references. "I felt disrespected," the worker says. "It's not that I thought I was a shoo-in for the job, but I expected to be given a fair shot."

Thus, the company will lose a top performer, because an executive didn't take the time or extend the courtesy to listen.

Be Proactive

Rather than finding yourself in a serious staffing shortage a few months or years down the road, take the time now to address retention issues at your company. You can create strategies to improve your company's ability to carefully preserve and develop its most valuable asset: Its people.

Retention - why employees leave 
Why do people leave a job for a better job?
People often lie in exit interviews about why they are leaving. Managers should, of course, know in advance who is leaving and why. A comprehensive list like this is of little value unless you use it as a guide to gather your own information as to why YOUR workers are leaving.

Top Reasons…why people leave their jobs (research results)

Harvard Business Review
1) Job content 

2) Level of responsibility 

3) Company culture 

4) Calibre of Colleagues 

5) Salary 

California Strategic HR Partnership (CSHRP) Result
1) Low growth potential 

2) Lack of challenge 

3) Lack of autonomy 

4) Not enough money 

5) Work environment issues 

Summary of general reasons why people decide to leave their jobs
Suggested action items are listed after each reason
1. No one asked them to stay. (lack of personal "suasion") -- 
Talk to them one-on-one or 
No one asked then what motivates them -- 
Talk to them one-on-one. 
2. They feel isolated and "in the dark" -- 
Increase communications with your employees. 
3. They are unhappy with the mix of their job responsibilities -- 
Change job responsibilities / and increase their job challenges. 
4. Lifestyle / work family conflicts -- 
Change their work schedule / location. 
5. A lack of resources or support -- 
Give them direct assistance or additional resources. 
6. A feeling of isolation and lack of recognition -- 
Increase their "exposure" opportunities. 
7. They don't identify with the organization -- 
Develop common goals / passion/ values / 
a sense of urgency / and a shared vision. 
8. No personal ties to the team -- 
Develop friendships, relationships and heroes. 
9. They don't feel empowered, appreciated or that they are "members / owners" of the organization. -- 
Develop a sense of ownership, identity / belonging / fit, etc., with the dept / product / team. 
10. No compelling vision of the future -- 
Make the future look more promising and the prospects of leaving unpleasant. 
11. No pride in the products / company -- 
Improve our image / reputation. 
12. A lack of authority / control / autonomy -- 
Increase their involvement / participation and control. 
13. Not enough "toys"& great working conditions -- 
Change their physical environment. 
14. Work isn't fun anymore -- 
Make work fun / make it hard to quit. 
15. Lack of equity -- 
Create a perception of fairness and equity. 
16. No group pressure to stay -- 
Develop a cohesive team. 
17. They don't feel appreciated or" special" -- 
Make each employee feel special / wanted / needed. 
18. A lack of external pressure to stay -- 
Involve their family and friends. 
19. No prospects for a "new" job / promotion / growth -- 
Offer new job responsibilities. 
20. Having a "bad" manager -- 
Avoid bad management actions (or in-actions) by individual managers. 
21. Undefined or miscellaneous reasons for leaving -- 
Miscellaneous retention strategies. 
22. Perception of low pay / benefits, rewards or no vision of wealth -- 
Change compensation / benefits. 
23. Retention efforts came too late -- 
Implement preventative strategies. 

Micro reasons why people leave their jobs include:
1. Compensation
· Not enough stock options / low value 

· Not enough benefits 

· Lack of bonuses 

· Lack of promotions 

· Lack of awards 

· Low pay and… 

· Loss of possible chance of "Wealth" 

2. Lack of motivation for a particular project
· Lack of enthusiasm toward project 

· Work team not cohesive 

· Lack of communication in project team 

· Assigned to a project unwillingly 

3. Stress
· Impossible to meet deadlines 

· Too many projects on going 

· Long working hours 

· Work taken home = less leisure time 

· Family/relationship problems due to the above 

· Possible health problems i.e. blood pressure high, nervous breakdown, anxiety attack 

4. Competitor's work environment is a better place to work
· Companies such as SGI, Levi, and Microsoft have reputation of being "fun places to work at." 

· More autonomy 

Post-exit interview reasons for leaving (6 month delay)
1. Bad management (actions--or inactions--by individual managers) 

2. Lack of challenge 
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�
KEY OUTCOME�
KEY CRITERIA�
�
Making appointments�
To have 7 qualified appointments made each week�
7 touches, 


Result in1 sale of training per week�
�
Contact of Prospect�
To contact prospective clients so that 


They are informed as to how their Business can be improved through Training and staff training.


Implement the 7 touch system





�



Using the 7-touch system to increase awareness and educate to an extent the prospect.





Gauge level of interest of prospect each touch


Consult with Sales Manager about appropriate marketing items to send to the prospect.�
�
Arrange, seminars and workshops�
Gain 1 client a month from seminars


Gain 1 client every 2 months from either Effective Employees or Sales workshops.�
1 Seminar per month with 20 people attending giving 5 qualified appointments


1 workshop per month with 30 people attending giving 5 qualified appointments.�
�
Continuous Improvement�



To talk with the Sales Manager on a continual basis so improvement to what you do can be made































































































�



After appointments daily, undertake a phone based debrief with Sales Manager to ensure continuous improvement.


�
�



Global Training Institute
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