4 Managing Your Boss e,

—— A One Page Career Advancement Cheat Sheet

Know Your Boss Communicate Effectively
® Keep Them lnformed g-

@ Understand Their Goals & Pressures g

@ Idennfy Their Work Style ® Be Clear & Conclse

® Learn Their Strengths & Weaknesses o AdapttoThelr Commu.r;tcatno-n Style
L o Knuw Thelr Preferen;;si ° Llsmnxc;nvzely o )
Be Proactive o T s [ |
® Anticipate Needs 9 © Be Reliable & Honest '
® Take Initiative &Solve_!;&ems _0 Meet D_e_a_disﬁ_es Ly %
@ Offer Solutions, Not Just Issues ° Admrt Mlstakes & Leam
i ® Follow Through on Tasks | a M;t-a;r_zamﬁdenn:h_q;_ 3

Align with Priorities Manage Up & Lead Up

® Align with Company Objectives ® Provide Insight & Feedback

® Support Their Key Initiatives / e (ffer Solutions, Not Problems
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® Focus on What Matters Mnst ® Bea Resnurce, Not a Burden

L ® Show Results Show I.eadershlp & Imtlatwe
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+ Key Tips for Success «

@ Be Professional & Respectful

° Stay Posntlve & Solutlon Oriented

® Adapt & Be Flexible

Mail Systems Management, LLC



