Critical Thinking 14.1

Kamilah is one of eight administrative assistants in the human resources department of a large insurance office. Kamilah’s manager has asked her to select and lead a team of assistants in drafting a revision of the employee handbook. Kamilah is the youngest administrative assistant at the company, and she has been there only two years. She knows that some of her coworkers are envious of the authority her supervisor gives her. Some of them have even seemed hostile. Kamilah knows that the manager wants her to handle this situation without much further supervision. 
	
The existing handbook that they need to revise is unclear in places and it leaves out important issues such as a dress code, equal opportunity employment, grievance procedure, disability policy, and leave-of-absence policies. After the team completes a draft of the handbook, it will be distributed to company officials for their review, so it needs to be well done. Kamilah feels unsure of her leadership skills. She feels uncomfortable even approaching the others about the assignment. 

Answer the questions below answer each question with 100 words
1. What should Kamilah's first steps be? Should she include all seven of her fellow assistants in the handbook revision group, or should she limit it to a few people? 100 words

2. What can Kamilah do to get the others to accept her as their leader? What does she need to communicate to the others at the outset? 100 words

3. Write the email that Kamilah will send to the assistants asking them to join the team and explaining the project.  Prepare an agenda for the first meeting of the handbook revision team. 100 words





