Chapter 9
1. Internet Resources—Job Descriptions. Go online and find two websites that offer job descriptions or job description templates for businesses. From a site that offers free sample job descriptions download a job description for a job you think you might like to have someday. Evaluate the details of the job description in terms of the kind of experience you need to obtain before you are qualified to take such a job.

1. Job Application Forms. Obtain a job application form for a job that is currently open in a company near you. Your task with this document is to analyze the types of information being requested on the form. Write a short “white paper” with your analysis of why each type of information is being requested. In other words, what use will the company make of the information when the job applicant provides it?

1. Resume Practice. Recruiting employees is the flip side of job hunting. Learning about the recruitment process can help you improve your own job-hunting skills. For example, in addition to completing the job application form some prospective employees are asked to provide a typed resume of their experience. Using a template that you find on the Internet (for example, you can find resume templates that have been created for Microsoft Word®), write your own resume and ask a practicing manager or HR specialist to evaluate it and give you feedback. Their feedback can be given in the margins right on your resume that you submit to the instructor. Based on their feedback be prepared to discuss with the class how you would improve your resume.


Applying the “Golden Rule.” What is the Christian’s response to the fact that people at work are all different and because of this, may need to be treated differently?
A. “Do unto others as you would have them do to you.”86 There can be no clearer or more fundamental statement of the Christian’s responsibility in life than what is stated in the Golden Rule. One basis for this is that as we treat others, God will treat us. Even if there are differences among people, the need to treat people fairly always trumps the need to consider individual differences. If managers don’t treat people all the same, they create worker dissatisfaction. All managerial decisions and actions at work are moral or have an implicit moral basis. The Golden Rule is a moral basis for all managerial action. In addition, what workers might want their manager to do to them may not be in the workers’ best interest in the long run. The Christian manager must do what is best for the employee based on moral principles.
B. Do unto others as they would want you to do to them.“The best managers break the Golden Rule every day. They would say don’t treat people as you would like to be treated. This presupposes that everyone breathes the same psychological oxygen as you.... The thinking [of the Golden Rule] is well intended but overly simplistic.... So the best managers ... say, treat each person as he would like to be treated, bearing in mind who he is. Of course, each employee must adhere to certain standards of behavior, certain rules. But within those rules, treat each one differently, each according to his needs.”87 Who knows better how a worker should be treated than the worker himself? Doing unto others as you would have them do to you assumes that everyone is just like you. This is not true. How can a manager truly know what is best for the worker without understanding what the worker wants? Because every worker is different, it is not fair to them treat all workers the same. Treating all people the same breeds mediocrity. If you try to treat all people the same (assuming that this is even possible), you create worker dissatisfaction. In short, the Golden Rule is talking about moral decisions and actions. It should not be applied to other actions at work where differences between workers must be an important consideration.



Chapter 10

1. Write a memo introducing yourself. In a memo written to your instructor, introduce yourself telling about your background, your interests, why you are in the course, and what you hope to accomplish as a result of this course. Use the following memo format and any other instructions provided by your instructor:
Date:
To:
From:
Subject:
Body:
2. Conduct an experiment and record it on digital video.117In this experiment you will record the same script acted by an actor showing two different sets of nonverbal signals. The video can then be used to test viewers’ perceptions of the likelihood of the actor being believed. To start this, write a short script in which the actor attempts to persuade someone else regarding a certain course of action such as to purchase a certain book or enroll in a particular course. Ask someone to play the role of actor. In the first scene, the actor delivers the script using body-language behaviors that show enthusiasm such as arm gestures, leaning forward, and speaking quickly. In the second scene, the same actor delivers the script using nonverbal behaviors that show caution such as leaning back and slowing down, using gestures that indicate pushing away. Ask a series of individuals to watch both scenes and react by saying how likely they would be persuaded by the person in each scene.

1. Write a resume that effectively communicates your career objective and your work experience. Share it with an experienced manager who works in the same or similar type of work and ask this person to write comments in the margin. Based on the feedback you receive, how will you revise your resume so it is more effective?

Are rumors inherently good or bad?
A. Rumors are bad. They are disruptive. They may carry a kernel of the truth, but they often also carry errors. They prey on people’s anxieties and stir up emotions unnecessarily. They may be the reason that some employees take an action (such as resigning their position) when such actions are not necessary. Rumors undermine trust. They provide opportunities for individuals who have less-than-honorable intentions to undermine management’s authority and cause chaos. Rumors are an indication that managers have failed in their duties to communicate with employees.
B. Rumors are good. Rumors are a natural part of human beings seeking to find the truth. The presence of rumors indicates that employees are interested in what is going on in the organization. Rumors are workers’ way of saying to managers, we want to know what is happening! Yes, humans fail in their abilities to make sense of a situation in which credible details are lacking. In their attempt to understand an ambiguous situation, some humans will distort the interpretation. Rumors do not, by themselves, indicate that managers have failed in their job to communicate. Managers have limitations on their time and resources. Some situations change rapidly for everyone including managers. We should not expect managers to be superhero communicators to anticipate and prevent every possible rumor. Rumor management is a responsibility of everyone in an organization, not just the manager’s.

