EMPOWERMENT MANUAL

The empowerment is a process started by the manager that attracts the ideas and wishes of all the company’s employees allowing them to develop the totality of their talents and skills to achieve the goals of the company and their own goals of work and professional development.

Empowerment Indicators

1. Reputation

2. Managers’ focus

3. Empowerment management

4. Atmosphere

5. Leadership

6. Liberate the human potential 

7. Recognition and reward

8. Innovation

9. Confidence

10. Team work

11. Decision taking and control

12. Communications

13. Clients

14. Structure and procedure

15. Company’s objectives

The Empowerment isn’t for all

The managers, sometimes, assume that everyone wants to receive the capability of decision and auto-management and have the opportunity of extend their skills and accept more responsibilities.  This assumption is based on the belief that the human being has a natural tendency of wanting to learn, developing his potential and feel as being more in control with his work climate. 

Empowerment descriptions:

· “Live in a ascending spiral of intellectual and emotional development”

· “Never be beaten”

· “I always make an effort to walk in a tightrope of doubt”

· “Understand, develop and use all my potential”

· “Always growing”

· “Look for new goals and learn from them”

· “I’m the ship that never reaches  the horizon”

How to identify your IPE’s

· I’m lacking of confidence in some situations

· Other people are more intelligent than I am

· I learn slowly

· I can’t stand the pressures

· In the meetings, I never take part in case I am wrong 

· Other people are more qualified than I am

· I’m stubborn of making an effort to go ahead

· I’m imposed by the people with more energy than I have

· The brilliant ideas come from other people

· I find my job difficult

· I feel nervous in front of a group of people

· I’m opposed to take decisions

· I don’t have a college degree

· All my colleges speak better than I do

· I’m afraid of  computers

















Description of Behavior

	Company with empowerment
	Company without empowerment

	It was her fault, but we will help her to

arrange that.
	It was her fault, she will arrange that.

	The intents are applauded, even though they

are failures.
	The intents are punished if they fail.

	Everyone has talents that can be developed

the criteria for the success and the promotion

inside the company are the talent and the

efficiency.
	Some people are deaf and they will never

do anything.

If you are not a member of the club, you

will never have success in the company.

	There are motivated and creative people in

all the levels of the company.
	The unique motivated and creative people

are in the marketing and R&D departments.

	The job is as pleasant and amusing as my

life.
	

	Be enterprising, have initiative and accept

the challenge of doing new things are a rule.
	Keep clown your head and clean your nose.

	We like the new ideas.
	We have seen everything.

	The majority of the people try to be open and

authentic.
	

	Present yourself as a volunteer for special

jobs is the way to grow.
	Don't present yourself as a volunteer

	The products and services that we offer to

out clients are from the best quality.
	The things that we produce aren't better

or worst than what others do.

	There is a real interest for the individual

well-being and development.
	No one has a real interest: have your

personal development.


	Management Style
	· Needed management style definition

· Managers' training in the new style

· New papers and responsibilities acceptance

· Cooperative and team relationship development

· Employees' training in the new techniques

	Quality oriented
	· Quality norms publication

· Quality system and procedures

· Quality groups creation

· Training the employees in solving problems and quality

· techniques

· Develop the idea “First the client” and quality attitudes in the

· employees

	Strategic
	· Analyze the strategic position of the company

· Strategic plan adoption

· Group creation and implementation

· Development of an empowerment policy

· Implementation of empowerment practices

	Mythic
	· Official adoption of the empowerment as a company political

· Some managers become defenders of the empowerment

· The word empowerment is slang without sense

· The empowerment can grow in an organic way

	Based on teams
	· The company adopts a working in team philosophy

· There are teams all around the company

· Team and leadership training

· Development of opportunities for the employees


	Strategic
	

	The empowerment inspired on the strategy is the result of one re-evaluation of the strategy's direction of the company.

The empowerment of the employees is adopted as a key objective.
	

	Mythic
	

	Some managers adopt the empowerment but it is not part of the company's policy. The empowerment becomes a jargon of some managers but there are few initiatives and small investment to take in all the company.
	

	Based on teams
	

	The empowerment of the people is the result of an effective team work. At the same time as the team achieves its objectives and develops itself, the people inside this team al so grow.
	


	Organizational functions
	Warehouse employee
	Sales person
	Word processor

	Strategy development
	Keeping  philosophy of stocks

Relation between warehouse and other functions

Warehouse request and packaging of the products

Systems and requests of the clients

Capital investment
	Market where to enter

Products to sell

To decide the political price

Marketing Strategy

Competitors’ relationships

Advertising strategy
	Administration of the company’s philosophy

Administration systems

Administration relationships with other functions

Type and style of the administrative 

requested

	Creation of a policy
	Warehouse design

Security and control system

Organizational structure

Selection’s policy

Service levels (standards)
	Sales objectives

Sales team structure

Sales team budget

Office placing

Product promotions

Salary structure and incentives

Policy of cars
	Location of administrative support 

Equipment’s specifications

Payments system for the employees 

Required systems specifications

Cost of the service

Standards’ specification

	Planning
	Functions levels

Equipment distribution

Operating systems

Work flows

Quality service
	Sales objectives

Product promotion planning

Product placing

Client placing

Sales team charge work

Motivation and training for the salesmen
	System arrangements and installation 

Personal training

Change and star of the systems

Work flows planning

Material orders

Job task planning

	Organize, coordinate and control
	To decide work practices

Standard control

Relationships with other departments

Introduction of improvements in the systems

Costs control

Security and hygiene pursuit
	Manage meeting

Determine charges of the work

Travel planning

Expenses test

Actuation pursuit

Organize meetings
	Work placing

Determine the work flows in the office

Standards check

Process pursuit

Relationships with the clients

Budgets control



	Operations
	To complete orders

To receive materials

To check the stock

Maintenance

Operative equip 
	To visit clients 

To sell

Maintenance list

Travels planning

Updated knowledge
	Work with a file inside a work processor

To design documents sole

To make material orders

To make photocopies

To make phone calls













Empowerment  index
 of reception





Family activities


My three strong points


My three weak points


1. 1.


2. 2.


3. 3.

Professional job or activities


My three strong points


My three weak points


1.






1.


2. 2.


3.






3.

Entertainment activities



Indicators


1
2
3
4
5
6
7


1. Reputation


 

2. Managers’ Focus

3. Empowerment

Management

4. Atmosphere

5. Leadership

6. To liberate human

Potential

7. Recognition and 

Reward 

8. Innovation

9. Confidence

10. Team work

11. To take decisions 

and control

12. Communications

13. Clients

14. Structure and 

Procedures

15. Company’s 

Objectives


UNLEARN MODEL


Level 1

Level 2

Level 3

Level 4



Paper without empowerment


Paper with empowerment

	1
	I have a marvellous job that I love and that satisfies completely all my needs and wishes. It is almost the perfect job for me. I can change everything to adapt it to my needs

	2
	I have an excellent job where I enjoy a lot and that allows

me to contribute in a significant way to the rest of the

areas of the business

	3
	I have a good job which I find gratifying and motivating. I can

influence some people to make them do the things better.

	4
	I have an acceptable job that almost I always like it. There are  something that I would like to change or improve.

	5
	I have a tolerable job. Sometimes it seems boring for me. Sometime is funny. There are something that should be changed to make it more interesting.

	6
	I have a job that I almost never like it. It isn't interesting and isn't motivating. If another

company offers me another job, I will accept it.

	7
	I have a job that always makes me feel like a prisoner. The company is controller and repressive and nothing can be done to change this situation. If I don't need the money, I will leave it.


	In our company we do our best

to finish the job; there aren't

rewards for an extra effort
	1
	2
	3
	4
	5
	6
	7
	In our company, we feel lively

to make extra efforts and use

our energy to make the best

work knowing that it would be

appraised

	
	
	

	
	
	

	
	
	

	
	
	


	There isn't relation between

the effort we make and the rewards

we get
	1
	2
	3
	4
	5
	6
	7
	The people that work hard and

produce the better results get

more rewards

	
	
	

	
	
	


	There are not incentives for

doing anything else than the basic

job
	1
	2
	3
	4
	5
	6
	7
	There are several incentives

for the employees that accept

their functions and additional

responsibilities

	
	
	

	
	
	

	
	
	


	If you make a mistake you will

be punished
	1
	2
	3
	4
	5
	6
	7
	It's understood and it's

accepted that you can make

a mistake if you are

experimenting with new ideas

	
	
	

	
	
	

	
	
	


	Everyone goes to the known and

proved things because there aren't

rewards for doing the things in

new ways
	1
	2
	3
	4
	5
	6
	7
	The innovation, the

improvement and the new

ideas are always suggested and

rewarded

	
	
	

	
	
	

	
	
	


	They expect that the people adapt

to the fixed procedures and routines
	1
	2
	3
	4
	5
	6
	7
	The people are motivated

and get the reward for

developing their self-

sufficiency

	
	
	

	
	
	

	
	
	


	The managers are the only ones

that get special rewards for a good

job
	1
	2
	3
	4
	5
	6
	7
	Everyone that makes a good

performance, job,... gets

special rewards

	
	
	

	
	
	


	A brilliant performance is recognized informed to the rest of the company
	1
	2
	3
	4
	5
	6
	7
	A brilliant performance is always informed to the rest of the company

	
	
	

	
	
	


	The managers few times praise the employees in an informal way for a good job
	1
	2
	3
	4
	5
	6
	7
	The managers always praise

the employees in an informal

way for the job well-done

	
	
	

	
	
	


TO VALUE OUR CAPACITIES AND SKILLS

· To communicate with other people 

· To analyze situations and solve problems

· To work alone

· To control the situations

· To work in a team in order to solve problems

· To Be my own boss

· To direct the job and the efforts of the others

· To meet new people

· To manage uncertain situations

· To create an order inside the disorder

· To make ordinary and predicted things

· To run with risks and to take decisions

· To work with the most advanced technology

· To introduce systems and procedures

· To find easier and productive ways of the job

· To support strong and imaginative leaderships

· To develop great future visions

· To motivate other people

· To negotiate with the people

· To help the others to make them grow and develop themselves

· To present cases and proposals

· To surpass barriers and obstacles

· To plan job programs

· To earn money for the company and for me

· To deal with difficult people






Fast                   Cynical                              Searcher
 Unlearning rapidity





       
 Slow                 Stubborn                          Energetic






   Rigid


     Flexible







Unlearning  attitude 




PERFORMANCE EVALUATION

	Name
	:
	
	Department
	:
	

	Responsibility
	:
	
	Period
	:
	


	
	E
	MB
	B
	R
	M
	OBSERVATIONS

	Results Achieved


	
	
	
	
	
	

	Quality of Work


	
	
	
	
	
	

	Job Position Knowledge


	
	
	
	
	
	

	Organizational Skills


	
	
	
	
	
	

	Initiatives


	
	
	
	
	
	

	Creativity


	
	
	
	
	
	

	Oral/Written Communications


	
	
	
	
	
	

	Interpersonal Skills


	
	
	
	
	
	

	Subordinates Training and Development


	
	
	
	
	
	

	Security


	
	
	
	
	
	

	Global Evaluation


	
	
	
	
	
	


General Observations
:










EVALUATION LEVELS DEFINITION

E
:
An excellent employee: one of the best in the Company.
MB
:
An employee with a good evaluation that even has good skills for his/her job responsibility attitudes.

B
:
An employee that develops his/her job responsibilities satisfactorily.

R
:
A good employee but having poor results because of his/her skill, efficiency or attitude limitations.

M
:
An employee with poor results in one or more areas in order to achieve good responsibility results.

Stage 7


To accept the difficult jobs with higher risks





The empowerment circle





Levels of empowerment

















Development of


the company





Level 4





Company





Level 3





Unit





Level 2





Working 


place





Level 1





Job





Development of the people





Stage 6


To increase the competence and the self-respect





Stage 1


I want to change and improve








Stage 5


To get the highest goals and results





Stage 3


More job


identification





Stage 2


More autonomy





Stage 4


Learning skills








Results: 


labor satisfaction, company climate and organizational change








CIRCUMSTANCES OF THE INFLUENCE 





Individual Characteristics:


perceptions, values, attitudes and needs.





Situation Characteristics:


informal relationships, motivation and leadership process, and communication channels





Authority


Power





Company Politicies





VALUATION PROCESS





Organization’s Feedback





Formal Valuation


(Evaluation of the knowledge and the motivation)





Implementation


(Planning of the human resources, compensations, salary schedule, capability programs and motivation) 





Rules for Results (Developed taking the descriptions of the job and the objectives of the company as the starting point)





Personal


Objectives





Company’s


Objectives





Personal  Feedback





List of the company functions





Level 3








Unit





Level 2








Working


Place





Company Functions			Levels of empowerment








Strategy


Development





Policy


Building








Planning











To organize, coordinate


Control








To operate





Strategic Planning





Philosophy





Mission





Goals





Objectives





Action Measure





Planning





Level 4








Company





Level 1








Job





Organizational functions by work tasks





INDICATOR





SCORE





Reputation








Managers’ Focus





Empowerment


Management





Atmosphere





Leadership





To liberate human


Potential





Recognition and 


Reward 





Innovation








Confidence








Team work





To take decisions 


and control





Communications





Clients





Structure and 


Procedures





Company’s 


Objectives





IMPROVEMENT ACTIONS





Job’s name	





Organizational function		Tasks of the job








Strategy development





Creation of the policy








Planning








Organization, coordination


and control








Operation








Empowerment Factor	Needed Actions		Range of implementation


									timing





							      Weeks	 Months	 Years





My company has all the possibilities of success to introduce the empowerment.


Several conditions and practices existing nowadays will act as a support








1 2 3 4 5 6 7 8 9 





My company has few or non possibilities


of success in introducing the empowerment.


Several of the conditions and practices 


existing nowadays will act as a barrier 





The empowerment is not for everybody





Your comments





The dependence is a cultural fact





Your comments


The managers are stubborn to hand over the power





Your comments





Empowerment limits





Your comments





The managers should believe and have confidence with the people





Your comments


Symbols, procedures, rules and regulations





Your comments


Ambiguity and mistakes





Your comments


The empowerment doesn’t mean fast changes





Your comments


The empowerment consume resources





Your comments








Reasons for that result 





Actions that I will take to give higher capability of decision and selfmanagement to my collaborators 








Empowerment Action Planning 





Initiative					People involved		Duration





Improvement Plan





      Improvement Areas					Corrective Actions








1.





2.





3.





Empowerment Technique			How to use it





Managers’ Paradigm








Role change





Empowerment defenders








To delegate








To manage loafing about








Jobs rotation








Development evaluation








Selfmanagement





Task forces 





Techniques formation and 


new perspectives





Factors that help my empowerment					Control		Without control





My three strong points			My three weak points





1.





2.





3.





  Clients				Better service		More empowerment





People, interactions and communications	       Clients		   Importance 








							    Yes           No	  1       2       3





Low empowerment             High empowerment





To identify the situation





Old behavior to unlearn





Old behavior to unlearn





Attitude





Rewards





Punishments





Practice and support





Practice and support





To notice the change





Why changing?





What to change?





Individual changes





Rewards





Punishments





Empowerment techniques and actions





LEARNING MODEL





Basic Functions





Empowerment Functions





Basic Functions





Empowerment Functions





            Improvement skills				Method that I am going to use





Method					Ways to create empowerment





Tasks elimination





Delegation





Task variety





Special projects





To help a superior





To look for opportunities





Improvements implementation





Influence in the resources





To develop yourself





To take decisions





To believe more in people





Factors that provoke you negative feelings	    Action plan


Factor 1








Factor 2








Factor 3








Positive feelings’ factors			Negative feelings’ factors





Used in the job					Capacities and Skills


						     Never	 Sometimes    Normally





Factors that provoke you positive feelings	   Action plan


Factor 1





Factor 2





Factor 3





Type of persons in the unlearning process





               The formation process





Dependence enterprise paradigm





Empowerment enterprise paradigm





Team members





Manager











Team members





Manager








