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What are the personal qualities needed for supervision?
 

What is a supervisor?
In hierarchical terms, the role of supervisor (also sometimes referred to as a 'line manager') is the most junior management position (1). The supervisor is often seen as the link between senior management and the staff members (1). 
What do supervisors do?
 "A supervisor is responsible for the day-to-day performance of a small group... The supervisor has experience in what the group does, but is not necessarily better at it than everyone he/she supervises. The supervisor's job is to guide the group towards its goals, see that all members of the team are productive, and resolve problems as they arise" (2) 
"The supervisor's function includes balancing the demands of senior management and the workforce, and he/she is in a position of responsibility without the  authority to influence senior management decision making. The low status of the supervisor's position is demonstrated by the existence of top-down communication from senior managers, lacking the rationale for changes in policies or practice" (1)
The key responsibilities of supervisors include the following (3):
· Overseeing work scheduling for staff
· Evaluating employee performance
· Developing staff potential
· Recruiting and selecting new staff members 
· Inducting new staff members
· Disciplining employees
What are the key challenges that supervisors encounter?
Lack of training
The biggest challenge that most supervisors face is their lack of training.  In most cases supervisors were originally employees and were promoted because of their expertise in providing library services. When employees are promoted in this way, they are rarely provided with adequate training on how to effectively fulfil their role as a supervisor (4). In addition to having more paperwork to deal with, supervisors are become responsible for their staff members and many are not adequately prepared for this increase in responsibility (4).
Isolation
"The supervisor is responsible to be an advocate for the organization and an advocate for the employee. For example, if the organization implements an unpopular new policy, the supervisor is often responsible to communicate and justify that new policy to the employee. In this case, management expects the supervisor to present and support the new policy, and the employee vents his or her frustration to the supervisor. However, if the supervisor wants to promote the employee or present some other reward, he or she is now representing the employee's case to the rest of management. The supervisor is often alone, stuck in the middle" (4).
Stress
A "supervisor is responsible, often for the first time, for the activities of another employee. The supervisor must ensure the employee knows his or her job, has the resources to do the job and does the job as effectively as possible". In addition, "no matter how many courses or degrees a new supervisor has completed, they're often surprised that management activities are so hectic and demanding. No matter how thorough the planning, managers rarely get to spend much time on any one activity. The role of most managers, whether new supervisors or executives, is interspersed with frequent interruptions. Any surprise in the work or lives of employees is a sudden demand on supervisors" (4). 
"The stress and loneliness in the role of new supervisor can bring out the worst in a person. If they deal with stress by retreating, they'll retreat to their offices and close the door. If they deal with frustration, they'll become angry and unreasonable with their employees" (4). 
What personal qualities do supervisors need?
1.  Communication skills
As supervisors roles involve receiving and giving information, they require good listening and communication skills. "The purpose of communication is to get your message across to others. This is a process that involves both the sender of the message and the receiver. This process leaves room for error, with messages often misinterpreted by one or more of the parties involved. This causes unnecessary confusion and counter productivity. In fact, a message is successful only when both the sender and the receiver perceive it in the same way. By successfully getting your message across, you convey your thoughts and ideas effectively. When not successful, the thoughts and ideas that you convey do not necessarily reflect your own, causing a communications breakdown and creating roadblocks that stand in the way of your goals – both personally and professionally" (5) .
The following is an overview of effective communication skills (6):
1. Listen first. Communication is a two-way process; getting your message across depends on understanding the other person. 
2. Be interested in the people you are communicating with. Remember people are more attracted to those who are interested in them, and will pay more attention to what they are saying. 
3. Be relaxed. Bad body language such as hunched shoulders, fidgeting, toe-tapping or hair-twiddling all give the game away. 
4. Smile and use eye contact. It’s the most positive signal you can give. 
5. Ask questions. Its a great way to show people that you are really interested in them. 
6. If the other person has a different point of view to yourself find out more about why they have that point of view. The more you understand the reasons behind their thinking the more you can understand their point of view or help them to better understand your point of view. 
7. Be assertive. By this we mean try to value their input as much as your own. Don't be pushy and don't be a pushover. Try for the right balance. 
8. When you are speaking try to be enthusiastic when appropriate. Use your voice and body language to emphasis this. 
9. Don't immediately try to latch onto something someone has just said ... "oh yes that happened to me" and then immediately go on and tell your story. Make sure you ask enough questions of them first and be careful when / if you give your story so as not just to sound like its a competition. 
10. Learn from your interactions. If you had a really good conversation with someone try and think why it went well and remember the key points for next time. If it didn't go so well - again try and learn something from it. 
2. Personality
Supervisors often work in regular face-to-face contact with the staff members that they supervise and with their own managers, they therefore require 'people skills' or 'interpersonal skills' for the ability to interact well with others. Supervisors require the ability to be supportive and empathetic to their staff members because as well as communicating with staff about work issues, the supervisor is usually the first person with whom staff members are required to discuss personal issues such as bereavement. Supervisors must be also friendly and approachable in order to carry out their role effectively.
 3. Confidence
Supervisors are required to deal with colleagues at all levels, therefore they require confidence to interact with people successfully and should not be easily intimidated. As supervisors often work directly with senior managers, they require confidence to question or challenge decisions or policies if they feel that it is necessary. In addition, supervisors require confidence when dealing with their employees as their role includes delegating work and providing instructions to their staff members. Being decisive is a good indicator to others that you are confident, however, in addition, being open to the open to the feedback and opinions of others can also enable you to be viewed as confident as it shows that you are not threatened by others who may challenge you. 
10 indicators for confident people:
· People who believe in themselves take charge of their actions. 
· They act assertively, speak calmly and listen properly. 
· They're flexible towards people, circumstances and all things new. 
· They're able to give genuine praise and to accept constructive criticism. 
· They evaluate themselves realistically. 
· They appreciate their achievements. 
· They learn from their mistakes. 
· They aren't run by 'shoulds', 'musts' and 'ought tos'. 
· When an opportunity comes up they say 'Why not?' rather than 'Why?' 
· They feel they can influence situations and outcomes. (7)
4. Assertiveness
In addition to being confident, supervisors also need to be assertive. Assertiveness is often confused with forcefulness or aggression, but this is not true. "The aim of assertive behaviour is to ensure that the rights and needs of [individuals] are protected and satisfied while still equally considering those of others" (8).  In order to deal with the employees on behalf of the senior managers and vice versa it is important that supervisors are not intimidated and can be authoritative, but fair, in their interactions.
The 'LADDER' tool is an example of how problems can be handled in an assertive way. These are (9): 
L – Look at your rights and what you want, and understand your feelings about the situation 
A – Arrange a meeting with the other person to discuss the situation 
D – Define the problem specifically 
D – Describe your feelings so that the other person fully understands how you feel about the situation 
E – Express what you want clearly and concisely 
R – Reinforce the other person by explaining the mutual benefits of adopting the site of action you are suggesting. 
5. Self-Motivation
It is important for supervisors to be self-motivated. If staff members view their supervisor as being demotivated, this may in turn lead to demotivation within the employees. Supervisors need to value their work and their contribution to their organisation. Supervisors are also required to value the aims and objectives of the organisations in which they work.
Here are ten examples of self-motivation traits (10):
1. Have extraordinary purpose- They set their goals high and are always reaching for the top. 

2. Are willing to take risk- They have the confidence to step out of their comfort zone to try new ideas or strategies. 

3. Participate fully in life- They take part in their organizations, in their families and in their communities. 

4. Are energetic- They’re willing to jump in and take things on — and have the mental energy necessary to get it done. 

5. Are humble- They’re not afraid to admit they don’t know it all. They’re eager to keep growing. 

6. Are committed to life-long learning- They know their stuff and are always in the process of learning more. 

7. Possess an attitude of success- They act as if it were impossible for them to fail, as if their success is a done deal. 

8. Are persistent — with options- They never give up until they succeed, but they’re willing to try a variety of options to get what they want rather than to keep hitting their head against the same brick wall. 
9. Strive for health in all aspects of their lives- They work hard to take care of themselves physically, emotionally, spiritually, intellectually and socially. 

10. Rise above adversity- They rise above the small stuff to achieve greatness in their lives. 

6. Loyalty
Supervisors must demonstrate trust and loyalty to their organisation, their senior managers and their staff members. Despite their personal feelings on issues, it is the role of the supervisor to publicly support and uphold the values and decisions of the organisation and/or the senior management. In addition, supervisors are also required to demonstrate loyalty to their staff members. Similarly with self-motivation, if a supervisor is viewed as being disloyal to the organisation, the senior management or the staff workforce, this may lead the senior managers and employees to also be resentful and distrustful.
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