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Policies ancl Procedures

A btg part of the management profession is creat¡ng ônd cnforcing policles and proceduros, These resources hell) you do both of these better'

CIUi.ßêsst-dcfttrile!]
clorru.v def¡nluon of manager, what lt ls and how mänager relates to other mônagament Jobs

nEl¿lgrnlzôtion lor Non'Frðterlìizatlon) pollcv for Off¡ca Roln¿nces

office romance rs farrry common these days as the officc r, *h*u spend so muclì of our time. Hðndled wcll lt can lead to a relatlonshiP' Handled badly ¡t

can lead to a lawsul! for harrassment, Here's what you need to know and do'

õglßorylçnve-lal¡cvltsquÍe!!e!lts
The unrformed servrces Emproyment and Reemproynìent Rrghts Act (usERRA)st¡pulates specific responslbilit¡es of us employers wlth regard to their

enìployees who aro called up fór mllltary servlce. flere's what you need to know, bcforc, durlng, and after a call'up to make sure youl mll¡tary leave pollcy ls

conrpliant,

nNeld EnìDlovee Training

Is New Employae Training worth The tnvestment? Here's what you need to know to Justify an program to tfa¡n new emDloyees and to set up the necessary

procedures.

nNsqJllss!9sll.te-¡lflIÊellg'rt$
A look at Non-disclosure Agreements to protect your lntcllcctual Property'

nM¿15-vqur-La!cl¿.A[s\tL$qDtorils-Yllu-E¡ulgvses
Act¡vo monttorln0 of employees has risen sharply, Learn why employers have lncrease the¡r mon¡toring and how to develoÞ a mon¡toring policy for your

company that works'

BBghå-llOU! Offìce Dress Code?

you need a wr¡tten dress code, regardless of how casual or formal, Before you declde to create or change your dress code, consider these lssues'

ruelr-l-try91'9-flave 
^n 

Erna¡l Pollcv

Why you need an enìall policy and how to creðte one'
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Retail Manôgement Tlp ltl, tt's the Customer, Stupid
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Manager definitioll
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Mauager
fly l:, .lolIr tlclì, ADout.conl Gukle

D€flnlt¡On: A Manager is the pefson resÞonslble for plannlng and direcung the work of a oroup of |ndividuals, rnon¡toring their work, ênd tak¡ng corrective

act¡on when nccessafy. For many people, thlg ¡S the¡r flrst gtep ¡nto a management career'

Mônagers may dlrect workers d¡rectly or they may dlrect several supervisors who direct the workers. The monager must þe falnlliðr w¡th the work of all the

groups he/she supervlses¿ but does not nced to Þe the best hì Ðny or all of the areas. tt ls more ¡mpoftÛnt for the mðn8ger to know how to mðnage the

workers than to know how to do their work well.

A manager nìay have the powor tþ lìlre or f¡re employees or to pronìote them. In larger comÞanles. a manager may only recommends such action to the

next levãl of management. The manager has tlìe authorlty to change the work assignments of team members'

A manager,s tiue reflects whôt he/she ¡s responstbte for. An Accoun$ng Manager superv¡ses the Accounthg function. 
^n 

opefôtions Manager ls responsible

for the operat¡ons of the company, The Manager of Deslgn Englneer¡ng supervlses engtrìeers and surrport staff engaged in deslgn of a product or service' A

Night Manager t9 responslble for the act¡v¡ues thât take place at ntght. There afe many management functlons in Duslness and, therefore, many manðger

titles. Regardless of t¡tle, the manager ts responslble for plannlng, directlng, monltorlng and controlllng the people ônd their work'

"*see the full (¡l0E$3rv-alg!$lìgsl!ð¡e0E!f..0l;.]:oin!g3rrlAr¿!rg$tion!:

Examplesl

The Productlon Manager developed a stôffing plan for the factory'
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Manager
By F. John [ìeh, About,com Guide
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Definition: A Manager is the person responsible for planning and directing the work of a group of individuals,.

monitoring their work, and taking corrective action when necessary. For many people, this is their first step into a

management career.

Managers may direct workers directly or they may direct several supervisors who direct the workers. The manager

must be familiar with the work of alt the g-úp. ñbrine supervises, 
'but 

does not need.to be the best in any or all of

the areas. It is more impoftant for the runuger to know how to m'anage the workers than to know how to do their

work well.

A manager may have the power to hire or.fire employees or to promote them. In larger companies, a manager may

only recommends such u.ùion to the next reuãr óiin"hagement. The manager has the authority to change the work

assignments of team members.

A manager,s title reflects what he/she is responsible for. An Accounting Manager supervises the Accounting function'

An operations luranagãii, ¡.àrponÅiote ror tnå ãpãiat¡ons of the compañy. The Mangs-9.r of Design Engineering

supervises engineers and supþort staff engaôeå in design of a product or service. A Night Manager is responsible for

the activitles that take pla.ã'ït nigl'rt. Thele are many management functions in business and, therefore, many

managertiges. Regarãiess of t¡Ue; the runul"tìsiéåponsioie for planning, directing, monitoring and controlling the

people and their work.

xxsee the full GþSs-ary-ef-BUElleg-El!-a-nêsernent Te-rlJrsjrnd Abbreviations

ExamPles:
f¡e prbOuction Manager developed a staffing plan for the factory.
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Supervisor definition
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Supen'isor
By f" JOhn Rch, About.coln G¡rlde

Defln¡tlon¡ A supervlsor ls the lowest, of most-junior, management posltion, ¡t ts usually a step above lead (Accountlng supervlsor ¡s serr¡or to Lead

Accountlng Speciallst), but below Manager'

A supervlsor lS responsible for the day-to-day frerformance of a small group' ¡t mðy be a team' or a shlft' The supervisor has experlence ln what the gfouf'

does, brt ls not necessarily better at it thun eueryon" helshe supervlsãs. The supervisor's iob ¡s to guide the group toward ¡ts 9oals, see that all members of

the team are productlve, and resolve prolrlems as they arise'

A supervlsor generally does not have the power to hlre or flre employees or to promote them. A supervlsor usually recommends such action to the next level

of management, The 
'upervtsor 

does, however, often håve trre autnår¡ty to change the work roles of the members of the team' for instance dec¡dlng whlch

lndlvldual wlll work at whlch stôtlon.

*ùSee thc full Gl9lisaÏv of ßusilress Manaaem-en!-A$tlcalrùA!'uçyl3lÍ9lrs

common Mlsspclllngs! superv¡ser

Examplêsl

Theshiftsupervisofasslgnedoperatorstomachlnesbasedonsenlorltywlththecompany'
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