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WOMAN'S CAREER PATH TO MANAGEMENT THROUGH
‘EFFECTIVVE COMMUNICATION | -

‘We all hear about Equa] Emp]oyment 0pportun1t1es, we hear about women
and how women want to c]1mb the management 1adder - But what are we, as ed-.
ucators‘and‘people in iindustry, doing to help women prepare‘for a career
in management7 Are we Sitting around saying it will take care of itse]f
or are we taking an act1ve part and being part of this” new movement’

I take the pos1t1on that we are in a pos1t1on to educate and tra1n ‘
bgth‘women and men for the new role open to women.' Yes, I say men, too.
Why? Men need to be educated on how to handleﬁthis situation, what to_
expect 'and how to eva]uate a woman;vand hom to incorporate and implement

a program for getting women into the organizational struoture.

Goal C]arifitation :

When entering into any new situation, an eva]uation and c]arification
of one's:objectives, strengths, and Weahnesses in 1ight of what the sit-

| uation”portends are in order. This is especially true for the female
entering into the world of business; At this point in time, she is gen-
erally the exception and consequent]y faces a situation that is. dom1nated
and controlled by a ma]e-or1ented system of va]ues, 1mp11ed or exp]1c1t1yﬁ

stated. Her performance will be measured by ma]e standards, and she w1]1iﬂ

:be expected to comp]y to ma]e-or1ented po]1c1es For the fema]e to be

‘3{successfu] 1n th1s "new" env1ronment she must have a c]ear understand1ng

“of her purpose, the cr1ter1a by wh1ch she w111 be measured and the ru]es‘;' |

7fwh1ch w111 govern her act1ons
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Women need to know more about decision making and how to communicate
with‘themseTves“and:ethers. Until recent1y, many women simply did not know
how to make decisions outside the househo]d environment. ..For example,
when thinking about work we automat1ca11y think of men. We assume that

“men support themse]ves and, more often than not, a fam11y In other words,

"trad1t1on and soc1ety have conditioned ‘us to believe that men are raised
to work and women are raised to be housewives and mothers. Until recently,
it was the unusua1'woman who contemp]ated a‘career. Now, howeVer;kmore
women are having to work -- some‘becauseybne‘income is not eneugh;ﬂothers
to gain identity, and sti]] others because they are divorced; widowed; or

" have simply chosen a career over marriage.

At some time or otheriweach of these types of women must sit down
and ask, "Why am I working?" or "Why do I want to work?“ Such questioning
boils down to one quest1on, "Who am I?" --'a quest1cn that must be answered
by every person‘enter1ng the world of work. To jgnore th1s quest1on is to
eventually experience frustration and a sense of purpose]essness.

| In determining‘uhether she wants‘to be a manager, she:must also
answer questions such as: QWhat are my persona1 characteristics?" "Am I
a follower or a 1eader?" If I am a follower now; can I learn to lead?"
"What are my interests?" "Can I make the sacrifices required of a manager --
that is, can I give more hours to the company?f »“Ade wf11ing to take time
from my family and fr1ends?" "Can my husband (if she-iS} married) Tive
with a successfu1 woman?" “Could I re1ocate in order to advance?" "What
are my profess1ona1 competenc1es, and am I willing to work to get these
competencies if I do not have the required ones now?" How much have 1
grown as a person-in the last year?" A fema]e who truly waats a career
as a manager and the opportun1t1es men have trad1t1ona11y "enJoyed" must d

be W1111ng to make the same sacr1f1ces as’ men




We must work and counsel with our students and employees so they will

- know what is really ahead‘of them -- that is, NOT‘just;a g1orious‘no-proh1en
career‘as"a woman manager. We must ask the potential female manager if she

is willing to take the responsibilities that go\hand -in- hand with being a

manager.
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Does a Woman Fit into a Man's World?

| Once she has analyzed who she thinks she 1is, she must look at how _
a woman fits into a man's world. We often forget to ta]k W1Lh our students
and emp]oyees about this obvious aspect of being a woman ‘manager.

Do we communicate to female trainees some of the pitfalls they may
face in this new Situation? Do we, for examp]e, discuss appearance,
'absenteeism, and the need for leadership skills, to mention but three
potential pitfalls? We are in the unique position of being able to advise
women and help them avoid some of these pitfalls. ~But do you know what B
‘these pitfalls are? If you don't, you will be unable to help.

_How about appearance? How many times do we'take the time to give
guidance in this area? Women are often turned down for a management
position on this basis alone. - For example, is the potential fema]e manager
too much of a WOman to succeed in the new job? That is, does she present
herself as a package labeled "sex":with verbal and/or body language?

Does she wear too much makeup, provocative,c]othing, 1arge amounts of :
perfume or inapporpriate styles? Is she careful of personal hygiene?
:Where is the professiona]isméin her outward appearance?

Is she a gossip - always knowing everything -~ true or-untrue --
and telling it? She must learn to stop gOSSip, not to cause it to snow-
ball. We can certain1y he]p our students and emp]oyees by setting an |

example and having discussions on the:topic We are often charged w1th iiffj’
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the responsibi1ity of‘teaohing peop]e‘to communicate -- this is one time
we shou]d be charged w1th the respons1b111ty of teach1ng peop]e NOT to
commun1cate

Can a wonan take over and}Tead or d&es she jost throw‘her weight
around and cause miseny? You have the chanqe to observe how she inter-
acts with others and the opportun1ty to help her channe] her energ1es.
1n‘theer1ght direction. She can learn from her mistakes if she takes her‘j
job seriously and if you do your JOb. | |

Does she cry to get her own way or is she in‘contnOTIenough‘that. '
if she needs to ohy, she can do it in private? Men do not usua11y‘cry
to get their way and rea11y cannot handle a person who doesfcry; “Can
she take constructﬁve criticism or.does she always becone defensive?
Se]t control is an attribute that a woman must work hardbon to have as.

a characteristic by‘which she is known{ | | |

Does she iss a day of work at the drop of a hat? It has been
found that men and women miss‘approximate1y the same nomber of days‘at
work. There -is on]y one d1fference ~~ women miss a day here and there,
and men miss consecut1ve days. It is far easier to "cover" for a person
who misses -several days at a time rather than for the hit—miss,‘sing]e—"

day person.

Responding to the Business Environment

In theipast,‘most womeh have worked for a man. Today, men and
women must faoe the posSdbi]ity of working foh a woman. We nust en-
courage a change 1n*attitude,in both men and womenvtoward‘givingvthe
capable woman a chance 1nstead‘of static. women are,unfortunate1y,'

often times the1r own: worst enem1es For examp1e, there are women who

do get ahead but then g1ve a 1ot of "11p serv1ce" about he|p1ng other

g e SIS
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women rise to tHe‘top but’nevér dg ~-- these are the “queen‘bees" and
should be avoided. I encourage You to instill in the women with whom
- you come into COntact not to be Queen bees, but rather, supportﬁve‘indi-
viduals. I ask you, how can som&gne do a good job if thg‘opportuhity is
‘not given to them. | B
I also suggest that we ignOye the word prEJddice. Do not Took
for it or generate it -- assume there is none until overt actions prove
_otherwng. At that point, and only at fhat po{nt,,must she dea1 with it.
For example, she must interaét with her peers within the organization
and if she is consistently not inyited to meetihgs, she should ask why
and request that she be iﬁc1uded. Probably, the most important character-
istic for her at this point in time is a sense of humor. She may have
to win over people who are not alyays ac;ustomed to having a woman é]ong.
In addition to having the sense Of humor, she must be sure She ddgs'not show
expectatidns that are not commonly extended to a man -- infbarticui;;:
having someone‘pay her bill. After all, this is busineSs,‘and if
men feel they:have to pay her way, she will not be"ihvited as muchf
Remember, she is in a man's-Wor]d,! Rgmember,‘too,ithat the re]atiohship
between men and women at the management level (really any level) should
be kept on as impersonal a Teve]bas possible. She‘may'find hérse1f in a
lonely situation, being the on1¥‘fema]é manager, but.it is far bétter than
- beihg tarnished with‘gossjp and Scandal. _.é must keep a proféssiona]
attitude toward others in the organization. SHe‘must be\se]ffsufficient
and:ré1y on her best friend ~- hér5e1f. B o
The other day; a man asked ye how I feit about‘héving to deal with
‘ meﬁ. I responded with, "Well, when dealing with othef men..." He stopped
ﬁe with a Taugh, and said, "You have said enough. You equate_yburse1f'-_‘

with men even though you certainiyiare fema1e”5nd thatlis What‘I was

-~




— e
1ooking for.“Youkgaue the answer without ever finishing the sentence and
that is the kind of woman we need." So when in the man's wor1d, play the‘u
game, fairly and squarely, andbremember that we are vis{ting in the man's

, world, want to take‘up residenCe;'and have the task, however right or‘wrong

it may seem, of proving ourselves.

e

lmproying Manageria]AAbiiities

The abjlity to manage is generally a‘new and exciting exoerienceftor
most females. Since it is so new, most women are finding the task stim- ‘
u]ating, but often frustrating; They find themse]ves, beoause of sooietyfs
traditions, frequently il]—eQUipped to handle the situation at the level RE
of‘competency they feel they should be able to perform activities. Because
‘this is a time of transitfon, the woman who is now taking up the role of .
managef, has a double burden‘uponrher shouiders.

There are many things expected of ajgood manager. 1Among these are
the‘ability to communicate; to understand human re]ations in organization,
to manage peop]e, to organ1ze work, and. to prov1de on- the—Job counse111ng
The female manager must deve]op these abilities at two Tevels. F1rst,
she must gain a c]ear understand1ng of the techn1ques emp]oyed and second
she must develop the ability to use them in a male-oriented env1ronment |
This second area, the art of management by fema]es, is so new that the
full 1mp11cat1ons are yet as unknown.

Communication

EY

~ Information @xchange is one of the more important forms of communi-

cation in an organization I1t, 1ike all forms of . communicatiOn,'ds a two-
way street. The data or idea to be commun1cated must f1rst be encoded 1nto T
a message wh1ch is then passed on: by some med1a to the rece1ver who, Jn V\"

turngmdecodes the message,and~takes act1on The commun1cat1on, however,

8 §
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‘is not complete until thé sender of the data or idea gets feedback from
the receiver which indicates the message hés been correctly kecéived. The
prob]em faced by the woman managér is simply that it is a wbman whp‘initiates
the message. Because the manager is female, certain extraneous considerations
must be téken into account.

For example, information exchange is more ef%ective1y’communfcated»
at meetings than by the use of memos. Meetings permit instant communication
and the use of intonation and non-verbal communication, such as bbdy lan- |
guage, to assist in the exchange.v However, the woman manager, when
communicating in this fashion, may find herself at a disadvantage. The |
male members attending the meeting may misinterpret her intonationé
(different expressions of excitement, points of inflection, etc.) and
Ehé body language she is accustomed to usihg; |

A clever female communicator will always have three basic keys.in
mind. 'Thése are:

1. Who is receiving the communication?  How can she, a vioman
manager, formulate the hessage o) thét it will appeal to the receiver
on his or her level, andven1i$t his or her support? This is wheré |
listening will prove\beneficia].» Heaking what a person has to say will
v,befter enable the female communicator to understand what people need..
This is especié11y true for the woman manager who must constan£1y bé
aware that-her messages are coded in a manner which is inf1uen¢eduﬁyfthé
experiences of her male receivers.

2. yhx'are ydu cohmunicafing? Thé‘woman manager must be extreme]y
‘carefuT ﬁhat she is aware of thé reasons for and the objéctives of her

'mé$sageﬁ She must then be sure that they ake clear to others through

9 -



" language which are impersonal.
3. What do you want to communicate? Be certain what the information
is that you want to convey. Be sure it is clear, concise, and free of

feminine implications.

Human Relatjons in Organization

We must encourage the potentia} woman‘manager to study the area‘of
human reTations. Afterfai],dthere are no two people a]tkegzand ve must..
‘at least have basic skills in psychoiogy to better underStand how te
better work with people. We know that the way we are now has a 1ot‘to
do with the sum total of our past exper1ences in life. A]so, inter-
'tW1ned in the experiences are our hered1ty and family backgrounds, our

cul ture, and our soc1a1 values. A1l these forces help in making us what

we are today.

Managing People

How do we, as educators and employers, 1nst111 in the fema]e the
'ab111ty to manage peop]e Do we show students and emp]oyees they are

d1mportant by being.punctual or do we rea]]y say they do not matter -- only

: our‘boss‘matters when it comes to time. Your subord1nates T{ke to fee]
important just as you like to feel important. Another rea11ty about t1me
ts that most of us work best early in the day. “Why not get in a few
m1nutes ear]y, set a good examp]e, and spend a few minutes getting th1ngs
done that cou]d take much longer at the end of the day because of

tiredness.
‘ Now, how do you manage your students and emp]oyees? Good managers
use d1sc1p11ne Lax d1sc1p11ne leads to absentee1sm,_1ateness, 1engthy
e coffee breaks, over—stayed 1unch hours, v1s1t1ng, goss1p1ng, and so on.

?If you are cons1stent with your ru]es, then no emp]oyee w111 quest1on your

10




- gfor them?

intentions. In‘fact, mos t employees appreciate firm, predictable and
fair discipline. They want to know not only wheré‘they‘stand but also
what they can expect of their superyisor‘or manager. Lax discipline is
‘he greatest waster of time. | | |
Another area wh1ch is often neg]ected is that of what is expected
insterms‘of-performance‘and behavior. Most peop]e rea]]y do not know
what is expected’of them; ‘One way to']etithem know what is expected is ,
to prepare-a job description. - This description should be co-written‘by‘
the'superior and the subordinate. .It should be specffic and agreed on
by both parties. Objectives should be 1isted and ideas on how the tasks
shou]d be performed should be clearly stated. Another thing‘that a
woman manager can do is to prov1de subord1nates with 1n.ormat1on as
to what they can expect from the super1or and the organ1zat1on in re-‘
f]at1on to their work and her re]at1onsh1p‘w1tn ‘them. The absense of
these‘expectations resu]t in poor performance eva]uat1on and fault-
f1nd1ng Peop]e lika to know and need to know what is expected of them
Finally, emp]oyees should be prov1ded w1th 1nformat1on on how their
_performancevand behavior are perce1ved by the1r super1or This is eSpee‘
c1a11y true for the woman manager who 1s, as yet, an unknown 1dent1ty
The bas1c responsibility of eva]uat1ng the employee and providing
'ufeedback rests w1th the manager Very few managers take the time to

‘ express the1r 1deas and v1ews and then share th1s V1ta1 information with

subord1nates. A]] too often, the easy way is taken, and I ask you --

how can emp]oyees or students improve and grow if they are not given an

honest forthr1ght eva]uat1on of where they stand -- espec1a11y after

‘they he]ped estab]1sh goa]s and-. obJect1ves and are be1ng he]d respons1b1e o
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Organizing Work

A worklist‘can be of inestimable.value.‘ The potentia1 woman manager
should be taught to make a 11st of things to be done each day One proven
method 1s to use separate aireas on a piece of paper, numbers, or colors
to d1fferent1ate pr1or1ty levels. Then, beﬁbre leaving work, be sure

- each item has been acted upon Th1s “do 11st"‘1s used by managers “in
high positions. It pays for them, it will pay for the potent1a1 ‘woman
manager. Are you mak1ng 1t pay. w1th your students and employees? |

Should a manager be 1nterrupted by tr1v1a7 Is she afraid of

| erect1ng a barr1erwaga1nst 1nterrupt1ons because she is afraid of be-
com1ng unpopular or con51dered se]f—1mportant7 One five minute -inter-
. ruption wastes ten m1nutes.“Perhaps‘the best so]utfon to this brob]em'
is to set aside some time‘fbr_herself and, in effect, train peop1e to
work around herbschedule;? Whenuthey do reach her, they will be more
organized and waste less time. | |
| With so‘much to do, wise managers make the best use of time
available. Establish ttme pribrfties by‘asking two simple questions:
| 1. Which job wil provide‘the greatest benefftrif I do it?
2. Which will cause thedTeast‘harm‘if I do not do it?
Do not be afraid to de]egate; A good manager de]egates‘ff teach

those around you'to delegate, also. Remember, no one person is indis-

pensable.

On_the Job Counse]]ing N

Last but not least, we need to d1scuss the manager s respons1b1]1t1es
for on- the-Job counse111ng The f1rst th1ng to remember is that the
z :Amanager is not qua11f1ed to g1ve adv1ce about persona] prob]ems tn that

“_s1tuat1on, the on]y adv1ce wh1ch shou]d be g1ven 1s to suggest that the

,12
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employee seek‘professiona1 advice. A manager should not put héfself in
the position where the subordinate could blame her if her'advice was
wfoﬁg. Qualified counselors should be known tdehithFSUbordinates can
be referred. Counselling means listening and what is communicated‘by .
»1istening is‘réa11y what couhts The goqd manager cannot become tota11y |
1nvo1ved in a personal prob]em A manager can only he]p subordinates
cope with the problem as it exists, not fix b1ame or find fau1t with them
or their way,of_11fe. A manager frequent]y tells her subordinates to go
to the‘coﬁpany doctor, the company psychiatrist, etc. I believe it is
much better for the subordinaté to get help away from the Office‘or
school. . This reduces the: chances that their priQate‘1ivés‘wi11 inter-
fere with 1ater‘promotiohs or become part of the company gossip -- |
rememberv-— not only does the counselor have/acceSs to your file but

many others besides.

A Cha]]énge‘to Educators and Industfy Representatives

‘ So, to you 1in educat1on and to you 1n industry, let's make this
move up the 1adder in management a little easier -- help the woman
chart a career‘path, sharpen her skills, and make her more aware of what
v is goiﬁg on around her.: Practice what you preach, be a model for others
to immulate, and stay in the world of reality. . Take‘av1itt1e time to -
tell someone é1se what the ropes are and how to go about achieving a

goal.
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