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Interacting with the Supervisor

How to speak to a boss

What is the proper way to speak to higher up?

You need to speak to your supervisor, but you are not clear in how to approach him or her and how to conduct a conversation about a situation that has come up.

Understand that your supervisor is a human being and is on your side. You should always show respect when dealing with a “higher up.". The first thing to remember is to be considerate of their time restraints. Some bosses are approachable and other request that you follow a procedure and the chain of command. You should find out the proper procedure to schedule an appointment.

Ask a fellow employee if you need to schedule time to talk to the supervisor.

Make an appointment with his/her secretary if they have one.

Ask the supervisor if there would be a good time to talk to him for a few minutes. Make sure you are not just interrupting him or her.

Practice what you are planning to say.

1. Always start with a positive statement.

Good Example: I really like working here a Doyle Web Design. I have learned a lot.

Bad Example: I am getting bored with what I am doing.

2.Be specific and know what you want to say.

Good Example: I would like to progress in my training and I was wondering if I could work in the design lab a couple of days.

Bad Example: I have learned all I want in customer service and I want to start designing web sites.

A successful dialogue might look like this:

Student: Excuse, Mr. Thomas, but if you have a moment, may I speak to you? I could schedule and appointment for a better time.

Mr. Thomas: Now is a good time.

Student: I really have learned a lot about customers and how your business works. I really have enjoyed it. I found everyone in the department was very helpful to me. I was wondering if I could possibly spend a few days working in the design lab so I will have a better understanding of the web design process. I could work a couple hours there when it is slow in the customer service department. I would really like to expand my knowledge base.

Mr. Thomas: Well, I don't suppose it would be a problem but you will have to talk with Ms. Farley who is in charge of that area. If she has any questions, she can check with me.
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Student: thank you very much. I will speak with Ms. Farley later today.
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Remember: Do not tell Ms. Farley that Mr. Thomas said you were to work in the lab. You are to ask her if it is acceptable with her if you work there. If it is not fine with her, you might ask her if there would be a better time or if you need to accomplish a particular item to be able to work there. Do not argue with her. You might ask her if you could schedule some time with her to find out her requirements. Do not go back to Mr. Thomas and complain.
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