Managing Stress in Your Self and Others


The Manager’s Guide: Role

Understanding our role within the University, Faculty, 

Department/Division and Team

Supporting Individuals

· We all need to understand what is expected of us and how we fit in with the bigger picture, especially when we first join the University or move to a new role. Use the induction process to explain to individuals the importance of their particular role, the impact it has within the team and, if feasible, the department/division/faculty.

· Everyone’s job description should outline their key tasks and responsibilities, and how they fit within the wider structure. However, sometimes a job description can be fairly generic, in which case it can be helpful to map out the key aspects of the role with the individual so that there is no ambiguity as to what is expected or where the priorities lay.

· Hold regular one-to-one meetings with each member of staff to discuss what their key priorities are. This is chance for you to ensure the individual is fulfilling the requirements of the role and to make them aware of any higher level activity or information that they need to take into account. You may agree to have a set agenda each time depending on how structured or unstructured you and your member of staff wish to be. A one-to one may last from 30 minutes to an hour and should be held in a private setting rather than in front of other staff. Frequency may vary according to need and feasibility, eg is it possible to meet every week, month or term? If it’s not feasible for you to do this since the team is large, consider delegating to another member of staff who works closely with the individual. 

· When you do meet with an individual on a one-to-one basis ensure a note is made of the outcomes and that you both keep a copy. This need not be arduous, and may take the form of a photocopy of handwritten notes you have made during the meeting or a quick e-mail afterwards. You then have a clear record of what you have agreed and where the key concerns lie.

· Staff review is a chance to stand back and reflect on an individual’s role during the past year and consider the forthcoming year. The review meeting is an opportunity to update staff on higher level initiatives and changes that their role feeds into or will be effected by. Use this as another chance to check that you both have a clear understanding as to what the role involves and to keep your member of staff updated with any information of higher level initiatives or changes that will impact on them. More information about the staff review process, including electronic copies of all forms, is available at http://www.bris.ac.uk/personnel/sdev/review/
Supporting Your Team
· Team meetings can be useful in showing how the work of individual members fits with the larger team. It is your responsibility as manager to demonstrate how the team fits with the wider Department/Division. It can be helpful to make it a regular agenda item for you to feedback any information you have received from a higher level in order to keep people informed. You should also ensure your team are aware of Departmental/Divisional/Faculty plans and strategies. 

· Circulate Departmental/Divisional/Faculty/University information on a regular basis via in-trays, e-mails, team meetings, etc. Highlight the information available on the University’s Web pages, including the regularly updated news site at http://www.bris.ac.uk/news/ 

· Each team needs to have a clear structure as to who does what and who reports to whom. Is every one in your area of work aware of who their line manager is? Induction processes, team meetings and one-to-ones may be opportunity to ensure all staff have clarity in this regard. 

