
Writing your managerial 

userôs manual



2

Userôs Manual

Å Definition

Å Why a userôs manual is helpful
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Å Personal style and other  
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A userôs manual is a clear and concise document or set of talking    

points that communicates to others oneôs motivations, work style, 

management and delegation style, communication and feedback 

style, learning and decision making style, values, personal style,    

and any other information that can help reduce misunderstandings, 

accelerate mutual understanding and facilitate better collaboration 

This presentation was inspired by an article in the Wall Street Journaltitled: ñJob Candidates Get a Manual From Boss: 'How to Handle Me' ò by Joann 

Lublin, which was published on January 7, 2003, citing the work of Laurence Stybel, co-founder of Stybel Peabody & Lincolnshire

http://www.kaltura.com/index.php/extwidget/preview/partner_id/506471/uiconf_id/37543461/entry_id/1_k79zr6on/embed/auto?&flashvars%5bstreamerType%5d=auto
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ÅThe quality of working relationships is one of the biggest            

determinants of job satisfaction, if not the biggest determinant 

Å It takes an estimated 6 months for people to develop 

comfortable working relationships with their co-workers and 

even longer to develop comfortable working relationships with 

their bosses

ÅDuring the first 6 months there is a high risk of preventable 

misunderstandings leading to resentment and mistrust. Even 

after the first 6 months there can still be a high rate of 

preventable communication breakdowns

ÅWriting a userôs manual not only accelerates the getting-to-

know one other process, it also sets a positive precedent for 

open dialogue and a framework for ongoing clear and candid

communication

ÅMost managers welcome the opportunity to write a userôs 

manual, and find it enhances their managerial self-awareness


