
i n d e x

A
Abusive jerk-bosses: debriefing conver-

sation with, 170; description of, 9, 
168–169; preparing for tough con-
versation with, 169–170

Accountability: building trust by accept-
ing, 43–44; making the change by 
accepting, 186–187; managing con-
flicting lines of, 87–91

Acting like a jerk: characteristics of, 
43–44; making sure your are not, 36, 
42–45; “no jerks” policy on, 42

Adaptability, 41–42
Asking for feedback, 132
Authority scenario: how to manage, 

168; jerk-boss becomes authoritar-
ian when disagreement arises, 9, 
167–168. See also Power

AWOL bosses, 69–70

B
Beck-and-call-assistant scenario: 

description of, 9, 165; how to man-
age the, 165

Behavior: formal HR process for docu-
menting, 135–136; jerks at work, 
36, 42–45; regularly assessing your 
own, 36, 54–55. See also Jerk-boss 
scenarios

Best-self reality check, 40
Boss-employee relationship: challenge 

of “managing your boss” in the, 
15–16; getting the most out of your, 
28–31; holding regular one-on-ones 
to build, 25–27; learning to control 
your role in the, 14–16; “making 

friends” issues for, 20–21. See also 
One-on-one conversations; Work 
relationships

Boss-managing habits: building more 
effective, 58–59; establishing rela-
tionships with every boss, 30, 75–91; 
establishing times for meeting with 
boss, 59–61; getting into daily, 58; 
making the effort to start, 181–182

Bosses: appropriate times for teaching 
your, 103–104; characteristics of 
great, 27–28; customizing lens tool 
to build relationship with, 78–85; 
false fairness syndrome of, 7–8; fear 
of being perceived as “jerks,” 8–9; 
fear of confrontations by, 10; keeping 
them involved in resource planning, 
118–119; keeping in touch from 
remote locations, 67–70; negotiating 
conflicting priorities of, 85–91; over-
coming resistance to one-on-ones by, 
64–67; poor managing competence  
by some, 11–12; time trap and, 12–13; 
who have too much time for you, 
70–73. See also Expectations; Jerk 
bosses; Undermanagement

Bureaucratic red tape, 10–11

C
Celebrating others, 45
Chain of command: clarity of your 

organization’s, 14; how to manage 
conflicting priorities of, 86–91

Change. See Making the change
Checklists, 50–51
“Closed Sundays” rule, 45
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Communication: challenges of remote 
location, 67–70; customizing your 
approach to every boss, 78–91; 
e-mail, 68, 69, 123; establishing 
regular dialogue with every boss, 
77–78; listening carefully, 44. See 
also One-on-one conversations

Compensation. See Rewards/
compensation

Complainers, 51
Concrete actions: aligning expectations 

to, 138, 158–159; documenting your, 
138. See also Work

“Continuous Improvement Plan,” 
136–137

Coworkers. See Work relationships
Creativity: clarifying expectations while 

retaining, 102–103; myth on being 
left alone required for, 18

Customizing lens tool: building relation-
ships through, 78–79; how should I 
talk with this boss? question, 83–84; 
what do I need to manage this boss? 
question, 81–82; what do I need to 
talk about with this boss? question, 
82; when should I talk with this 
boss? question, 84–85; where should 
I talk with this boss? question, 84; 
who is this boss at work? question, 
79–81

D
Debriefing episodes, 170
Decision making: micromanagement 

approach to, 6; solving problems 
through good, 53–54; when jerk boss 
makes big decisions without infor-
mation, 9, 166–167; when you really 
don’t have the power for, 9, 166

Decision making information scenario: 
how to manage the, 167; when jerk 

boss makes decisions without infor-
mation, 9, 166–167

Decision making power scenario: how 
to manage the, 166; when you don’t 
have power to make decision, 9, 166

Delegation: gaining power through 
effective, 97–98; manager’s failure 
to properly, 6. See also Performance 
management systems

Dialogue: customizing your approach 
to every boss, 78–91; establishing 
regular, 77–78. See also One-on-one 
conversations

Directive performance management, 97
Disciplinary action, 135–136
Discretionary rewards: being realistic 

when seeking, 153–154; examples 
of, 151–152; making request through 
proposal for, 155–156; negotiating 
for, 154–155

Documentation. See Performance track-
ing documentation

E
E-mails: communication with boss 

through, 68, 69; organizing folders of 
your, 123

Egos: feeding big, 90; removing your, 44
Empathy, 44
Employees: high-performers, 17–18, 35, 

37–42, 146–147; low-performers, 28, 
146–147; manager fear of confronta-
tions with, 10; manager’s sense of 
false fairness to, 7–8; price of under-
management paid by, 13–16. See 
also Rewards/compensation; Work 
relationships

Expectations: aligning concrete actions 
or work to, 138, 158–159; assess-
ment of jerk boss and their, 158–159; 
documenting your boss’s, 138; get 
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into the rhythm of your work to 
meet, 104–106; importance of 
understanding your boss’s, 30, 93–95; 
making the change by clarifying, 
182–183; managing in midst of 
constant change, 100–102; retaining 
creativity while clarifying, 102–103; 
the three key, 95–98; what to do 
if your boss doesn’t provide clear, 
98–100; when your boss is not the 
expert, 103–104. See also Bosses; 
Performance; Tasks; Work

F
Facilitative performance management, 

97
Fairness: false fairness syndrome, 7–8; 

of rewarding based on performance, 
146–147

Feedback requests, 132
Forced-ranking system, 143

G
Go-to people relationship, 113–115
Goldman Sachs, 45

H
Habits. See Boss-managing habits
High standards, 40–41
High-performers: bring their best self 

to, 35, 37–42; fairness of reward-
ing performance of, 146–147; four 
basic responsibilities of, 29; myth 
regarding managing, 17–18. See also 
Low-performers

Human resources (HR): formal docu-
menting process used by, 135–136; 
PIP (performance improvement 
plan) by, 136–137; when to take the 
jerk-boss problem to, 171–172. See 
also Organizations

I
Instant messaging, 68
Integrity, 41
Intimidating jerk-boss, 9, 168–169
Inventory of resources, 109, 110–111
I.T. (information technology) depart-

ment, 101
It’s Okay to Be the Boss (Tulgan), 3

J
Jerk bosses: description of, 157–158; is 

it you or your jerk boss?, 158–159; 
manager fear of being perceived as, 
8–9; seven common true-jerk boss 
personas, 9, 162–169; what to do if 
your boss is a, 159–161; when the 
boss won’t stop acting like a, 170–
172; when to involve HR (human 
resources), 171–172; who have too 
much time for you, 70–73. See also 
Bosses

Jerk-boss scenarios: 1: allows small 
problems to get out of control, 9, 
162–163; 2: boss who is obsessive-
compulsive, 9, 163–165; 3: treats 
you like a beck-and-call-assistant, 
9, 165; 4: pretending things are up 
to you when they are not, 9, 166; 
5: boss makes big decisions that 
affect everyone, 9, 166–167; 6: when 
disagreements arise boss becomes 
authoritarian, 9, 167–168; 7: boss 
who is intimidating, mean, or abu-
sive, 9, 168–169. See also Behavior

Jerks at work: characteristics of, 43–44; 
making sure your are not the, 36, 
42–45; “no jerks” policy on, 42

K
Kate’s Corollary, 148–150, 151
Kindness, 44
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L
Learning opportunities: as discretion-

ary reward, 152; Kate’s Corollary on 
seeking, 148–150, 151

Leveraging your reputation, 147–150
Life-work balance, 39
Listening skills, 44
Low-performers: rewarding based on 

performance of, 146–147; what 
they prefer in a boss, 28. See also 
High-performers

M
Making the change: adjusting priorities 

response to, 102; clarifying expecta-
tions and tracking your performance 
for, 182–183; considering the culture 
of your workplace and, 175–177; fine-
tuning your approach for each boss 
for, 180–181; getting into habits for 
managing your bosses for, 181–182; 
getting ready to begin, 186–187; 
learning to earn rewards, 184–185; 
making the decision and commit-
ment for, 174–175; managing expec-
tations during constant, 100–102; 
by managing relationships with your 
coworkers, 185–186; starting the 
process of, 173–174; stay flexible, 
revise and adjust for, 184; talking to 
your boss about, 178–179. See also 
Managing your boss

Management systems: forced-ranking, 
143; management-by-objective, 
142–143; management-by-special-
occasion, 58; management-on-the-
fly, 58; pay-for-performance, 143, 
145

Managing your boss: bad advice for, 
16–17; challenge of taking respon-
sibility for, 15–16; considering your 
workplace culture in context of, 

175–177; fine-tuning your approach 
for each boss, 180–181; getting into 
daily habit of, 30, 57–73; getting 
past the myths, 27–28; if you have 
a jerk boss, 158–159; introducing 
seven back to basics steps for, 30–31; 
making commitment to engage in, 
174–175; myths on, 17–27. See also 
Making the change; Managing your 
boss steps

Managing your boss myths: 1: a boss 
shouldn’t tell high-performers how 
to the job, 17–18; 2: you need to be 
left alone to be creative, 18; 3: you 
should get the same special treat-
ment as others, 18–19; 4: catering 
to your boss’s style is path to success, 
19–20; 5: “making friends” with 
your boss is smart, 20–21; 6; hiding 
from mistakes/problems is how to 
avoid trouble, 21–22; 7: no news is 
good news—being “coached” is bad 
news, 22–23; 8: it isn’t important to 
trace your performance in writing, 
23–24; 9: being a “people person” is 
necessary for advancement, 24–25; 
10: some bosses are too busy to meet 
with you, 25–27

Managing your boss steps: 1: first man-
age yourself, 30, 33–55, 177–178; 
2: get in habit of managing your 
bosses, 30, 57–73, 181–182; 3: take 
it one boss/one day at a time, 30, 
75–91; 4: make sure you understand 
what is expected of you, 30, 93–106, 
182–183; 5: assess and plan for the 
resources you need, 30, 107–119, 
183–184; 6: tracking your own per-
formance, 30, 121–139, 182–183; 7: 
earn greater rewards by going extra 
mile, 30, 141–156, 184–185. See also 
Managing your boss
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Managing yourself: anticipate and avoid 
problems, 36, 53–54; becoming a 
problem-solver, 36, 51–52; bring 
your best self to work, 35, 37–42; fig-
ure out where you fit in your organi-
zation, 35, 36–37; first focus on your, 
30, 33–55, 177–178; as first step for 
managing your boss, 30; jerk-boss 
scenarios and role of, 9, 162–169; 
make sure you are not the jerk, 36, 
42–45; recognizing what is beyond 
your control, 34; self-evaluating 
productivity, work, and behavior, 36, 
54–55; self-monitoring tools for, 132; 
structuring your work day, 36, 47–51; 
tracking your performance compo-
nent of, 30, 121–139; understanding 
what you need to do, 35–36

Mean jerk-boss, 9, 168–169
Micromanagement: manager fear of, 

5–7; rarity of genuine, 6; underman-
agement as opposite to, 2, 3

Motivators, 44

N
Natural leaders, 11–12
Negotiating: special rewards, 154, 155; 

work priorities, 85–91
Nice-guy managers, 8–9
“No jerks” policy, 42
Nonwork issues, 39–40
Note-taking, 50

O
Obsessive-compulsive boss scenario: 

description of, 9, 163–164; how to 
avoid, 164–165

One-on-one conversations: abusive boss 
and, 169–170; challenge of remote 
locations for, 67–70; debriefing 
episodes during, 170; documenting 
your performance during, 133–134, 

139; establishing regular times for, 
59–61; getting into habit of daily, 
58; as high-leverage time, 65; 
outlining your changed approach 
during, 178–179; staging “spontane-
ous,” 66–67; team meetings are no 
substitute for, 62–64; what should 
you talk about during, 61–62; when 
your boss doesn’t have enough time 
for, 64–67; when your boss wants 
to spend too much time, 70–73. See 
also Boss-employee relationship; 
Communication; Dialogue

Organizational culture: employee reward 
systems and, 141–142; importance 
of considering your, 175–177; under-
standing your organization’s, 45–47

Organizations: chain of command in, 
14, 86–91; “Closed Sundays” rule of 
restaurant, 45; fear of bureaucratic 
rules/procedures of, 10–11; figuring 
out where you fit in your, 35, 36–37; 
identifying what you can’t control 
in your, 34; “no jerks” policy of, 
42; standards of conduct for every, 
46–47; understanding the culture 
and values of your, 45–47. See also 
Human resources (HR)

Ownership of work, 96, 97

P
Pay-for-performance system, 143, 145
“People person,” 24–25
Performance: “Continuous Improvement 

Plan” for, 136–137; documenting 
your, 135–137; giving your boss an 
account of your, 131; importance of 
written records of your, 23–24, 30, 
121–124; measurements accurately 
reflecting, 132–135; PIP (perfor-
mance improvement plan) on, 136; 
real fairness of rewards based on, 
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146–147; tracking your own, 30, 
121–139. See also Expectations; 
Productivity

Performance management systems: facil-
itative vs. directive, 97; forced rank-
ing, 143; management-by-objective, 
142–143; management-by-special-
occasion, 58; management-on-the-
fly, 58; pay-for-performance, 143, 
145. See also Delegation

Performance measurements: of concrete 
actions/expectations alignment, 138, 
158–159; which accurately reflect 
performance, 132–135

Performance tracking documentation: 
benefits of, 23–24, 30, 121–124; cre-
ating a simple and practical process 
for, 137–139; key pieces of informa-
tion to include in, 138; making the 
change by starting, 182–183; mea-
surements to include in, 132–135, 
138; monitoring your own actions 
through, 128–132; power gained 
by written, 124–128; providing 
your boss with documentation by, 
135–137; of your one-on-one meet-
ings, 139

PIP (performance improvement plan), 
136

Plan B for resources, 109, 115–116, 119
Playing to strengthens, 39
Power: effective delegation required for, 

97–98; gained by written record of 
performance, 124–128; which comes 
from responsibility for tasks, 97. See 
also Authority scenario

Priorities: adjusting during change, 102; 
clarifying expectations by setting, 
101–102; negotiating bosses’ con-
flicting, 85–91; setting, 50

Problem-solving, 51–52

Problems: anticipating and avoiding, 
36, 53–54; decision making to solve, 
53–54

Productive capacity: description of, 108; 
figuring out your, 107–108. See also 
Resources

Productivity: regularly assessing your, 
36, 54–55; resource planning role 
in, 108–110; structuring your work 
to increase, 36, 47–51. See also 
Performance

Q
Quitting your job, 171

R
Relationships. See Boss-employee rela-

tionship; Work relationships
Remote location networking, 67–70
Reputation: gained through written 

record of performance, 124–128; 
as secret of leveraging rewards, 
147–150

Resource planning: definition of, 108–
110; identify possible workarounds 
step for, 109, 115–118; inventory 
needed resources step for, 109, 110–
111; making the change by starting 
your, 183–184; research the “supply 
chain” step for, 109, 111–115

Resources: dealing with fundamental 
gap in, 118; innovation for solving 
problems with, 117–118; keeping 
your boss involved in issues of, 
118–119; planning your, 108–118; 
required to complete your task, 
107–108; substitute, 117; taking an 
inventory of your, 109, 110–111. See 
also Productive capacity

Respect: exhibit kindness and, 44; 
gained through written record of 
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performance, 124–128; working with 
people you, 39

Responsibility: building trust by accept-
ing, 43–44; making the change by 
accepting, 186–187; managing con-
flicting lines of, 87–91

Rewards/compensation: being realistic 
about, 153–154; current performance 
management trends and implications 
for, 142–145; deal breakers related 
to, 154–155; discretionary types 
of, 151–152; Kate’s Corollary on, 
148–149, 150; making the change by 
learning to earn, 184–185; negotiat-
ing special, 154, 155; organizational 
culture differences in, 141–142; pay-
for-performance system for, 143, 145; 
putting your request into a proposal, 
155–156; Rule of Hank on, 147–150; 
“sameness” trap of, 145–146; starting 
on the road to higher, 150–153; your 
reputation as secret to leveraging, 
147–150. See also Employees

Rhythm of work, 104–106
Rule of Hank, 147–150

S
Self-evaluation: of productivity, work, 

and behavior, 36, 54–55; written 
performance record for, 127–132

Self-management. See Managing yourself
Small problem escalation scenario: 

description of, 9, 162–163; how to 
manage the, 163

“Spontaneous” one-on-ones, 66–67
Standards of conduct, 46–47
Strengths, 39
Substitute resources, 117
“Supply chain” of resources: description 

of, 109; process of researching the, 
111–115

T
Taking personal responsibility, 43–44
Tasks: discretionary reward through 

assigned, 152; manager’s failure to 
delegate, 6; managing conflicting 
priorities of, 85–91; power that 
comes from responsibility for, 97; 
providing drafts or samples of your 
progressive, 130–131; resources 
needed for, 30, 107–119. See also 
Expectations; Work

Team meetings: one-on-one conversa-
tions versus, 62–63; preparing for, 
63–64; purpose of, 63

Telephone conferences, 68, 69
Television industry, 159–160
Time logs, 49–50
Time trap, 12–13
Toxic people, 39
Tracking performance. See Performance 

tracking documentation
Transactional relationships: special 

rewards and nature of, 154; work as, 
75–76

True-jerk boss personas, 9
Trust, 43–44

U
Undermanagement: description of com-

mon problem of, 2–3; employees as 
paying price of, 13–16; identifying 
signs in your work, 3–4; sources of 
current epidemic of, 4–13; typical 
consequences of, 3. See also Bosses

Undermanagement reasons: 1: they are 
afraid of micromanaging, 5–7; 2: they 
fear being unfair to employees, 7–8; 
3: they are afraid of being perceived 
as a “jerk,” 8–9; 4: they are afraid of 
having difficult confrontations, 10; 
5: they are afraid of bureaucratic red 
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tape, 10–11; 6: they are natural lead-
ers but poor managers, 11–12; 7: they 
are caught in a time trap, 12–13

Undermanagement scenarios: descrip-
tion of painful, 1–2; description of 
three typical, 6

W
Welch, Jack, 143
Work: asking your boss to watch you, 

131; getting into rhythm of your, 
104–106; learning to structure your, 
36, 47–51; note-taking and check-
lists for, 50–51; “ownership” of the, 
96, 97; planning and adjusting as 
needed, 50; providing drafts or sam-
ples of your progressive, 130–131; 
regularly assessing quality of your, 
36, 54–55; setting priorities for, 50; 
taking action and moving forward, 
51; as transactional relationship, 
75–76, 154; using your time wisely, 
49–50. See also Concrete actions; 
Expectations; Tasks

Work locations: as discretionary reward, 
152; networking remote, 67–70

Work relationships: asking for feedback 
from your, 132; chain of command, 
14, 86–91; creating a resource “sup-
ply chain” through go-to, 113–115; 
customizing your approach to every 
boss, 78–85; discretionary reward 
through selecting, 152; establishing 
regular dialogue with every boss, 
77–78; maintaining high-quality 
work, 76; making the change in 
your, 185–186; making commitment 

to change your, 174–175; negotiat-
ing bosses’ conflicting priorities, 
85–91; tracking your performance to 
build, 23–24, 30, 121–139; as trans-
actional, 75–76, 154. See also Boss-
employee relationship; Employees

Work schedule reward, 151
Work-life balance, 39
Workarounds for resources: four progres-

sive steps for, 117–118; plan B for, 
109, 115–116, 119

Workplace: becoming a problem-solver 
in the, 51–52; being a great citizen 
of your, 36, 45–47; bringing your 
best self to your, 35, 37–42; creating 
a comfortable, 39; leaving nonwork 
issues at home, 39–40

Workplace culture: employee reward 
systems and, 141–142; importance 
of considering your, 175–177; under-
standing your organization’s, 45–47

Written performance record: benefits 
of, 23–24, 30, 121–124; creating 
a simple and practical process for, 
137–139; measurements to include 
in, 132–135; monitoring your own 
actions through, 128–132; power 
and respect through, 124–128; pro-
viding your boss with documentation 
from, 135–137; of your one-on-one 
meetings, 139

Y
Your best self: bringing to work your, 35; 

importance of attitude and effort, 
37–38; leading ideas on how to 
bring, 39–42
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