Getling alon o
with //1,(] b(m

No MATTER how you earn a living, one occu-
pational skill you'd do well to cultivatc
a knack for getting along with the boss—that
dispenser of raises and promotions and prob-
ably the key person in your working life. In
most places it's your hoss’s opinion of you that
determines your future in the company. /
worker in constant conflict with his supervisor,
even if he’s a virtuoso performer on the job, can
find his prospects considerably dimmed.

Short of marrying his daughter, what can
you do to get into the boss’s good graces and
stay there? Fortunately, most bosses aren’t
ogres, so they respond to efforts to improve
relationships with them. Here are suggestions
for making yourselt more valuable to the man

or woman you work for, based on the observa-
tions of managers and job counselors.

Help him do his job. You accomplish this by do-
ing your job as best you can. An obvious piece
of advice? Perhaps, but it’s probably the most
frequently forgotten. Keep in mind how your
job ties in with your boss’s. He's responsible for
seeing that a certain set of tasks is accom-
plished, be it writing insurance policies, as-
sembling machine parts or selling dresses. Your
job is to tend to some detail of his task. The
better you hold up your end, the easier his job
is, which is bound to make him look more
kindly on you.

Kt to know his Stangards. Your performance 1s
judged by them. By noting your boss’s reaction
to different ways things are done, you learn
what's especially important to him. For exam-
ple, a secretary who prides herself on her short-
hand and typing speed may be surprised to find
herself passed up for a promotion if she ignores
her boss’s frequent complaints about her spell-
ing errors. Likewise, a super salesman whose
supervisor has W remnind hin cumstantly 0 tain
in his sales reports on time may not be consid-
ered when it comes time to pick a new sales
manager for his territory. 1If you were a boss,

would you promote someone whe has to be
hounded again and again about the same old
mistakes or hortcomings?

P'he smart worker gets to know his boss's per-
sonal set of dos and don'ts and avoids violating
them as much as possible, Where the rules seem
silly, try doing things that way for at least a
while. If you just can’t adapt, you may have a
boss you don’t want to get along with.

Keep him informed. VWhen the boss gives you an
assignment, especially a long-term one, he'll
want to be kept informed about how you're
coming along. You can keep him up-to-date
\’M’it}l “h()rt memos now ‘dl\d til(?ll 0r b}" men-
tioning your progress during informal conversa-
tions with him. If it's a complicated report, bet-
ter put it in writing. Especially if you work
with relatively little supervision, it’s a good
idva to let your superviser know poriodically
what youre doing, Tell him about ideas you
may get for streamlining the way you do your
job (not the way he does his) only if you've
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carefully thought them through and can ex
plain them cle

Don't take too much of his time. Spare the boss

the details of your weekend camping trip un-
less he expresses w definite interest. There's a
time and place for swapping stories and if your
boss wants to pass some time that way, hell
take the initiative.

Be careful also about bending his ear every
time @ minor problem comes up in the shop or
office. True, he's there to help solve problems,
but you can often find the answer without
bothering him. You want the boss to notice
vou for the problems you solve, not the ones
you toss m hus lap.

Be reliable. Cet to work on time. Finish your
assignments when you're supposed to. Show

the boss that when he needs something done in
w hurry, you're the one who'll give it the ex
effort needed. If he knows he can depend on
vou, he will, That's a real feather in your cap.

Be enthusiastic about your work. One of the most
difficult problems bosses face is motivating a

worker who sees his job s Litde swie e a

necessary evil in the pursnit of a paycheck
Managers know they can’t teach enthusiasm
and they can't buy it no matter how high the
wages, but they place much value on it

H your enthusiasm is genuine, it will shov

Do you take pride in your work? Are you will

ing tn come carly and stay late when neces-
saryt \w\mmptmmm about the future of the
company you work for? Do vou tackle assign.
ments cheerfully, without trying to think up
reasons why they just can’t be done? If your

e,

“Gentlemen, I may be just an office boy, but 1 am
also a human being.

answ

s to these (puw'li(ms are  comp. a’t(?ly
negative, maybe you're in the wrong job

Learn to take criticism. The imability to accept
constructive criticism and advice—from super-
visors and co-workers alike—is a serious handi
cap. H you do a slow burn every time the boss
points out your mistakes, he’s bound to feel
uncomfortable about it and is likely to resent
your attitude. After all, guiding and correcting
your work is part of his job. Listen to what he
tells vou and apply his suggestions to what
you're doing. Temperamental workers, no mat-
ter how brilliant, are something most bosses
would rather do without,

Do’y play amice polities. 1rew things can destroy
office morale faster than the presence of gossip-
ers and other thoughtless workers who start or
pass along uncomplimentary xuul embarrassing
stories about fellow workers. Ignore office ru
s. Don't take

mors and tend to vow l)usm(z
sides in disputes between other workers or vou
may end up a part of the gossip vourself. Resist
the temptation to meblv about minor incon-
veniices vased by mamaguient decisiig if
vou have a legitimate complaint, take it to your
boss privatelij. He'll appreciate hearing it from
you before he hears it via the grapevine.

Don't compete with the boss. Everybody wants
to get ahead on the job, of course. But if you
aim to do it by demonstrating to cverybody
else that you know more about the business
than your bess does, watch out. In the first
place, you probably don’®t. And in the socond
place, you'll find that no one—including your
boss’s boss—appreciates a worker who con-
stantly goes over his supervisor’s head or tries
to show him up. If you buck your boss at every
turn, (‘lm\'ngmzh- his competence and generally
make hic lifo miserable, be prepared to lose
when the showdown comes.

Remember, bosses are human too. Chances are
vour boss isn't the world’s foremost authority
in his field, so don't expect him to be. Helll
make mistakes oceasionally. He may be abrupt
or grouchy from time to time, as we all are,
And when he really applies the heat, it’s often
because his boss is pumng s the heat on him.

You'll probably never find the perfect boss,
just as you'll never be the perfect employe. But
in general, your ability to get along with the
person you report to can enhance your pros-
pects at every step on the job ladder.




