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OFFICERS

President - Eric Ehsan, CHAE
The Briar Club
President@HFTPhouston.org
controller@thebriarclub.com
713-622-3667, Fax: 713-622-1366

Immediate Past President —
John Smith, CHAE,CHTP
The Woodlands Resort &
Conference Center
john.smith@twrcc.com
281-364-6369, Fax: 281-364-6273

President Elect - Bret Myers
Houston Country Club
Legraphic2@aol.com
PresidentElect@HFTPhouston.org
713- 465-8381, Fax: 713-465-7455

Vice President - Amy Cheng
amyc@horizontire.com
713-673-5588, Fax: 713-678-8778

Secretary - Ursula Cornish, CHAE
The Briar Club
payables@thebriarclub.com
713-622-3667, Fax: 713-622-1366

Treasurer- Jason Cernik
St. Regis Hotel
jason.cernik@stregis.com
713-840-7600

DIRECTORS

James Doolittle, CHAE,CHTP
Bentwater Yacht and Country Club
jdoolittle@bentwaterclub.com
936-597-2238

Tanya Venegas
Hilton Hotel and College
tmvenegas@uh.edu
713-743-1839

Robbi Pierce

The Woodlands Resort & Conference

robbi.pierce@twrcc.com
281-364-63112 Fax: 281-364-6273

September Meeting w/ Golf

The Club at Carlton Woods
1 Carlton Woods
The Woodlands, TX
281-863-5800
Host: David Manglos

"#$
#%&! ' () * + -$.$
/01/ 231*4 *5%6$
70 #%4&8!9&"

& #1:9: "$(.5(,;9 2" O7<=#* >

!
"# $!
%

Cancellations accepted 48hrs from Events Start time
Otherwise you will be billed

Date: Thursday, September 24th, 2009
Time: 6P - 7°™ Hors d’eouvres
7°™ - 8°™ Dinner
8°™ -9pm Speaker

RSVP:
http://www.hftphouston.org/Calendarlist.asp

or email Eric Ehsan at President@HFTPhouston.org







Feel like you're everyone’s problem solver? How to
cope
Employees need more help, attention than ever

As a manager, you're expected to deal with a variety of problems and requests at the drop of a
hat. But what happens when those everyday issues distract you from your own work? That’s the
situation Julie, a manager, found herself in when her employees’ constant visits started taking a
toll on her own productivity.

No time to herself

“What a day!” exclaimed Julie as she flopped into a seat in the break room. “l can’t get a
minute to myself anymore!”

“I did notice a lot of traffic in and out of your office today,” Sandy, a fellow manager, said.
“Is something going on?”

“Yeah, and | hate to complain about it,” said Julie. “My team is flooding me with constant
requests to talk. Either they stop by my office or e-mail me asking to talk about an urgent matter.

“I know we have an open-door policy here, but | can’t be available to them every second,
you know?”

Always something else

“I guess it’s your own fault for being so good at helping people!” Sandy said. “Why do
they come to you for advice or just to talk?”

“It's always something,” Julie said. “Every day, someone else is coming to me with a
problem they need me to solve.”

“I know I'm the manager, but | can’t be everyone’s problem solver. It's gotten to the point
where I'm not able to get my own work done, so | always seem to be staying late.”

“You don’'t want to do that,” said Sandy. “Out of everyone, you need to set a good
example and show that you’re thinking positively, especially at a time like this.”

“Exactly,” said Julie. “I don’t want to hurt anyone’s feelings, or tell them to back off. | know
it's my job to meet with them. But | wish they could take on some of the responsibility for fixing
their own issues, too.”

The big question

Julie was an experienced manager who liked to keep close tabs on her staff. But all the
uncertainty and stress about the economy was clearly affecting her workers — who, in turn, were
flooding her with requests for help. While she always wanted to keep her door open for them,
Julie knew to constant availability couldn’t last forever. It was becoming harder and harder for
her to finish her own work on time. If you were in Julie’s situation, what would you do? Perhaps
one of the ideas offered below might provide some guidance.

What you need to know:
To make the most of your time:
Ask employees to come up with two solutions to problems before they come to you, and
Close door for an hour or two each day, and let everyone know you’ll deal with requests
afterwards.



How Two Managers Would Solve the Above
Communication Problem

1 Arrange another time for visits

You do want to make sure you take care of problems and requests as soon as possible, but sometimes
work does get in the way. | usually keep my door open, but if I'm especially busy, | have no problem saying, “l do
have some work to do right now, but when | have a minute I'll come find you.” As long as you're polite about it,
employees should be OK — especially since you're assuring them you will talk to them, just at a time when it's more
convenient for both of you. Employees quickly learn to respect your office and your time.

Brenda Loewen,Administrative Officer
Manitobe Municipal Board, Manitoba, Canada

2 Close door for a short block of time

Even though it is difficult to have anything but an open-door policy, interruptions can become a big concern.
Closing the door for a couple of hours, for example between noon and 2:00, does help. Then employees know
you're either hard at work or having lunch, so they’ll wait a bit before coming to see you. They'll also figure out that
there’s a time and place for having certain conversations-and perhaps in the meantime they’ll start coming up with
their own solutions. And you always know that you have a block of time when you can focus on work, without the
possibility of interruptions.

Judy Meador, HR Director
Hospice of Washington County, Hagerstown, MD

‘He takes forever!” Dealing with worker who holds up

the project
Employee’s procrastinating is stressing out the team

Some employees are great at what they do — but they leave a lot to be desired when it comes to
time management. The procrastinators get work done and hit their deadlines, but in the process
stir up anxiety among their co-workers. That’s the situation Alaina, a manager, found herself in
when an employee complained her procrastinating co-worker was holding up a project.

Waits until the last second

“You seem stressed out,” Alaina said when Casey, an employee, entered her office and
took a seat across from her.

‘Il am — I've about had it with this project!” Casey said. “I never know if our stuff is going to
get done on time.”

“And why’s that?” Alaina asked.

“Well, Bruce seems to think it's OK to wait until the last second to do his share of the
work!” Casey said. “I tell him we don’t have time for this — that he needs to get started now.”

A stressful situation

“People do have different ideas of time management,” Alaina pointed out. “I've never
known Bruce to miss a deadline here.”

“Maybe he doesn’t miss deadlines, but he comes pretty close,” Casey said. “And it's
stressful for all of us when he puts things off so long.”



‘Just his style’

“Have you talked to him about this?” Alaina asked.

“Yes, and he doesn’t have a clue how harmful this is to everyone,” Casey replied. “He
says this is just how he works. He can’t accomplish something well unless it's under pressure.”

“That may be true for him,” Alaina said. “Some people need that extra nudge to get
started.”

“Yeah, but it’s pretty hard to believe when you walk by his desk and he’s goofing off,
talking to somebody or playing on the Internet,” Casey said.

“He just doesn’t care about anyone.”

“I'm sure he does care,” Alaina said.

“But | do think something needs to be done. People are stressed out enough as it is.”

The big question

Alaina was always impressed with the quality of Bruce’s work — and he’d never missed a
deadline. She usually didn’t interfere with how staffers did their work, as long as it got done. But
if Bruce’s working style was causing unnecessary stress and tension for the other employees, it
was time to step in. If you were in Alaina’s situation, what would you do? One of the ideas
offered below might provide you with some guidance.

What you need to know:
To keep employees from procrastinating:
Break tasks into smaller components, and
Give them a shorter deadline for each piece

How Two Managers Would Solve the Above Communication
Problem

1 Remind workers everyone has different style

I'd sit the team down for a group meeting, go over deadlines and allow them to air their concerns. Then I'd
assure them that each employee works differently. Some people work better under a tight deadline because the
stress pushes them to achieve their best. Others like to get things done right away so they don’t have to worry
about it. Neither way is wrong. As long as Bruce is meeting his deadlines and producing great work, there’s
nothing for other employees to worry about. They should know they need to focus on their own share of the
work.

Misty Sanchez, Clinic Administrator
Dialysis Services of West Texas, Denver City, TX

2 Designate check-in points before final deadline

Procrastinators have the ability to get work done — just not until the last minute. What they need is a definite
deadline. I'd first identify the deadline for Bruce, and then we’d set up a few check-in points along the way. This
system would allow me to observe Bruce’s progress far enough ahead of the deadline, so | could make sure he
was managing his time properly. If he wasn't happy with this change, I'd explain that his habits did have an
impact on other team members — and we want that impact to be a positive one.

Lisa Radtke, Organizational Education Specialist
Franciscan Skemp Healthcare, La Crosse, WI

Articles from Communication Bulletin for Managers and Supervisors



*»**x*New Officer Elections*****
It's Not Too Late

(The deadline to volunteer to be included on the ba  llot is Friday, September 18 ™ @ noon.)

The time has come to elect new officers for the upcoming fiscal year. If you have any
nominations please contact Ursula now at assistantcontroller@thebriarclub.com. Ballots will be
sent out via email on Friday, September 18" and should be returned via email or fax no later
than September 30™. We will install the officers for the upcoming fiscal year at our October
meeting on the 15" at UH Hilton College.

- >

DATES PLACES SPEAKERS
September 24 Club @ Carlton Woods w/Golf Brandon Jona
October 15" U of H Hilton Officer Installations
November 19" Woodlands Resort & Conf. Ctr OPEN
December Social

We are still in need of venues and speakers

Please contact:

Bret Myers for Venues 713-465-838imyers@houstoncc.com
Amy Cheng for Speakers 713-673-5538yc@horizontire.com




