HARVARD
BUSINESS
ESSENTIALS

Manager's
Toolkit

The 13 ills Managers Need to Succeed

Harvard Business School Press | Boston, Massachusetts



Contents

Introduction Xiii

Part One: Learningthe Basics

1. Setting Goals That Others Will Pursue 3
Committing to an Outcome

Begin with Strategy 4
Top-Down or Bottom-Up? 5
Characterigtics of Effective Gods 6
Developing Unit Goas 8
Prioritizing 9
Your Goas as Manager 10
Four Steps to Accomplishing Goas 10
Periodic Review 14
After-Action Review 14
Summing Up 15
2. Hiringthe Best 17
TheRole of Human Assets
Defining Job Requirements 18
Recruiting Promising Candidates 24
Interviewing 26
Evaluating the Candidates 33
Making the Decision and Offer 36
Don't Forget Process Improvement 38

Summing Up 39



Contents

3. Keepingthe Best
Why Retention Matters

Retention Matters

Why People Stay

Why People Leave
Market-Wise Retention
General Strategies for Retention
The Role of Work-Life Balance
Summing Up

4. Delegatingwith Confidence
Avoid Being Overwor ked and Overwhel med

Benefits of Delegating

Warning Signs

Guidelines for Effective Delegating
Approaches to Delegation
Preparing to Delegate

Making the Assignment

Control, Monitoring, and Feedback
After-Action Review

Summing Up

5. Managing Your Time
Making the Most Out of Your Day

Understanding How You Spend Your Time
Let Y our Goals Guide Y our Way
Scheduling Y our Time
Three Enemies of Time Management—
and How to Defeat Them
Summing Up

Part Two: Reachingthe Next Level

6. Managing Teams
Forming a Team That Makesthe Difference

Teams—and When to Use Them
Characteristics of Effective Teams

41

43
47

50
53
56
61

63

28R

68
69
71
73
74
75

77

79

82

85
90

93

95
9%



Contents

D esigning the Team

Operating asaTeam

The Leaders Role

Evaluating Team Performance
Becoming an Effective Team Leader
Summing Up

7. Appraisal and Coaching
Improving Resultswith Feedback

Performance Appraisa
Coaching
Summing Up

8. Handling Problem Employees
Motivating or Letting Go

Principles of Motivation

The Feedback Approach

Handling " C" Performers

When All Else Falls Handling a Dismissd
Summing Up

9. Dealingwith Crises
Don't Wait Until They Hit

What Is a Crigs?

Avoiding the Crisis

Preparing to Manage the Crisis
Recognizing the Crisis
Containing the Crisis
Resolving the Crigs

Learning from the Crisis
Frequently Asked Questions
Summing Up

10. Developing Your Career
AndTheirs

Not Just Up
First, Know Yoursdf

Vii
101
105
107
109

m
112

115

116
123
131

133

134
136
138
139
151

153

588

159
161
163
164
165
167

169

171
172



Viii Contents

Your Core Business Interests 175
Your Work Veues 178
Your ills 180
Finding Devel opment Opportunities at Y our Company 184
Career Development for Your People 186
Summing Up 187
11. Becoming a Leader 189
TheFinal Challenge
The Challenge of Contemporary Leadership 190
Characteristics of Effective Leaders 191
The Tensions Leaders Must Balance 192
Crafting a Vision That Others Will Follow 14
Be a Change Agent 195
Leading When Y ou're Not the Boss 199
Summing Up 202
12. Strategy 205
APrimer
What |s Strategy? 206
Steps for Formulating Strategy 209
Be Prepared for Change 213
Summing Up 214

Part Three:. Masteringthe Financial Tools

13. Budgeting 217
Seeing the Future

What |s Budgeting? 219

Budget Functions 219

Types of Budgets 223

The Master Budget 226

The Human Side of Budgeting 236

Summing Up 241



14.

15.

16.

L-onrenis

Under standing Financial Statements
Making MoreAuthoritative Decisions

Why Financial Statements?
The Baance Sheet

The Income Statement
The Cash Flow Statement
Where to Find It
Summing Up

Net Present Value and Internal Rate of Return

Accounting for Time

Time Vdue—and Why It Matters
Calculating Return on Investment
Net Present Vdue

Internal Rate of Return
Summing Up

Breakeven Analysis and Operating L everage
Under standing Cash Flow

Operating Leverage
Summing Up

Appendix A: Useful Implementation Tools
Appendix B: Legal Landminesin Hiring
Notes

Glossary

For Further Reading

I ndex

About the Subject Adviser

About the Writer

IX

243

245
245
253
257
260
261

263

264
265
268
274
277

279

282
283

285
295
299
303
309
319
327
328



