First, hire the right people. It is better to leave a position open than to hire the wrong person. An
employee who isn’t a “fit” is disruptive to your business and makes it difficult for all your employees.
Businesses who tolerate poor performers will drive off good employees.

Most organizations experience the highest level of turnover during the first 90 days of employment. Make
sure the new employee gets off to a good start with a well developed orientation program. Assign a
“buddy” or mentor to ease their transition into your company.

Wherever possible, provide flexible work schedules. Today’s workforce consists of single parents, adults
who have aging parents, older workers, and the younger workers who demand a work/life balance that
differs significantly from the ‘Boomer” generation.

Let employees know from the very beginning of their employment what is expected. Explain performance
standards and make certain the job description is clear and comprehensive. Provide regular feedback.
Offer assistance and training to develop your workforce.

Know your employees! Not everyone is motivated in the same way. Some people like challenging
assignments and the ability to do many things at once. Others prefer more structure and do well with an
organized routine.

Keep employees informed of what's going on in the company. Employees will not appreciate hearing
what’'s new from customers or suppliers — they need to be the first to know! Give it the personal touch
and do not rely solely on e-mail, texting, etc. as the sole source of communication.



Allow employees to participate in the planning and development of new projects, etc. whenever possible.
It will give them a feeling of ‘ownership” and the incentive to do well.

Make certain your policies and procedures fit your organization. Do not attempt to write a policy for every
situation. Flexibility with employees, particularly in a small company, is important.

Provide employees with the tools, equipment and supplies they need to get the job done. Provide a
comfortable working environment, and if the budget allows, provide soft drinks and snacks. Allow I-Pods,
radios, etc. as long as it is not distracting for the employee or does not disturb others.

Finally, remember that what you do and what you say go along way in motivating your employees. Be
open and empowering and you will find the employee will respond and work hard to support the
organization. A simple, “Thank You for all you do” will go a long way and doesn’t cost you anything.
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