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Your Speakers...

Janet Jackson

...founded Organization Solutions in 2001 with a simple mission to help others find a better way. Through
consulting and training, we help local government, business, and non-profit organizations with continuous
improvement initiatives including workplace organization, productivity, and Microsoft solutions. In 2016,
we launched an elLearning site making many of these skills and solutions available to anyone, anytime.

Kaye Borchers

...Is the Funding Specialist at Choice One Engineering, a civil engineering/landscape architecture firm in
Ohio. Choice One has be awarded a Dayton-area “Best Place to Work” and a national “Best Firm to Work
For'" numerous times in the past 15 years due to the company'’s intentional enhancement of culture and
teamwork.






Better Expectations

The dictionary defines managing expectations as

“seek to prevent disappointment by establishing in
advance what can realistically be achieved or
delivered by a project, undertaking, course of action,
etc.”



NOT P’sEALLY.
BUT NOW THIS
2% RAISE WON'T

SEEM SO BAD.

THIS JOB IS ALL
ABOUT MANAGING
EXPECTATIONS.
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What are some
expectations we
have in the
workplace?

"



What causes
results to not meet
expectations?






Group Discussion

Purpose | Vision | Mission | Core Values | Strategy & Goals









Communication




Communication Method

Use for

When response needed

Email

Call/ In-person

Text (if used)

Messaging Apps
(e.g. Teams Chat)

Meeting




Documentation




Primary Folders

Sample Subfolders

Permissions

Filing Standards &
Notes

F= Administrative

Building & Grounds
Community Partners (e.g. Land
Trust Alliance, MCD)
Financials (taxes, budget, CPA)
Legal

Little Green Light (templates)
Strategic Flan

Vendors

Annual Paperworle

Board Book

Board Lists (terms & names)
Packets

= Education

poooopoooog oo
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Program Content (PowerPoints,
Handouts, Supply Lists)
o Monarch Tagging

o Fossil

Program Events
o 2023-05 Fossil - Tipp City
o 2023-09 Monarch Tagging

=~ Communication
S}rstems

Duty Phone
Hot Spots & Connected Devices

Phones
Radios

= Departmental Staff
Meeting

_Past Years
Current Year

= Financials

1000000 DOWODDRD

_Forms & Templates
_Historical Reference
Budget

CIP

Fixed Assets (Inventory)
Grants (by funding group’




Alignment

Everybody is a Genius.
But if you judge a fish by
its ability to climb a tree,
it will live its whole life
believing that it is stupid

’\ - Albert Einstein @



DISC

Myers-
Briggs

I StrengthsFinder (CliftonStrengths)

ACTIVATOR Relator Responsibility
Focus Tuturistic Belief Competition
Includer Emﬁathy Input
Ideation JIntellection Learner

Communication
Deliberative Discipline
Consistency ConnettedNess /lodzviduslization
Positivity Maximizer Arranger Woo
Réstorative Analytica
Context Developer Command
Self Assurance

The 6 Types of Working Genius
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Kaye BorChers Quality Words of Acts of

Time Affirmation Service

Acts of Service




Group Discussion



Accountability

Nothing kills a good
employee faster than
tolerating a bad one.

- Neil Bhatt






Managing Expectations
» Guiding Principles
« Communication
 Documentation
» Alignment
« Accountabillity




Questions?

ChoiceOne

Engineering

Janet Jackson Kaye Borchers
jjackson@organizationsolutionslic.com kmb@choiceoneengineering.com
www.OrganizationSolutionsLLC.com www.ChoiceOneEngineering.com

www.ABetterWayTo.co (eLearning) 937 . 497 i 0200
937.623.1872
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