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NAVIGATING
HEIRARCHIES

Most organizations have
structured hierarchies or
organizational charts that outline
different roles and levels of
authority. One advantage of this
structure is that it clarifies career
pathways. By understanding
company politics and the
responsibilities tied to different
roles, employees can better
identify what's required to
advance. Respecting and working
effectively within this structure is
essential for career growth.

Common workplace roles may
include:
* Executives and senior leaders
* Middle managers and
supervisors
* Peers and coworkers

Knowing how to communicate
appropriately with individuals in
each role helps you navigate
workplace dynamics more
effectively.



COMPANY CULTURE

Every organization has its own culture — the shared values,
expectations, language, goals, and overall atmosphere that shape
how people work together. Some workplaces are casual and
relaxed, while others are more formal or high-pressure.
Understanding your company’s culture makes it easier to adapt to its

hierarchy and expectations.




EXECUTIVES AND
SENIOR LEADERS

New employees often feel unsure about how to behave around
executives. An executive is a senior leader responsible for the
organization’s overall direction rather than daily operational tasks.
Titles may include CEOQ, president, owner, director, or chief
operating officer.

When interacting with executives, avoid using the moment to
promote yourself aggressively or criticize others — this can come
across as unprofessional. Instead, focus on representing your
department positively and maintaining a professional presence.

If you attend a meeting with executives, come prepared. Let them
guide the discussion and pay attention to nonverbal cues. If you're
asked a question you don’t know the answer to, be honest: say
you'll find the information and follow up promptly. Professionalism,
honesty, and modesty leave the best impressions.



CODE OF CONDUCT

MANAGERS AND SUPERVISORS

Employees often have strong opinions about their supervisors, whether favorable or

unfavorable. Leadership approaches differ significantly, but they can generally be viewed
in three broad types: supportive leaders, ineffective leaders, and particularly challenging
leaders.

Before exploring how to navigate each style, keep two important principles in mind:
1.Managers are individuals who are continually learning and refining their leadership
abilities.
2.Your own conduct plays a role in shaping the working relationship. Maintaining
professionalism is essential, especially when difficulties arise.

THE GOOD
MANAGER

When you work under a strong leader, recognize the value of that experience.
Effective supervisors can provide guidance, open doors for advancement, and model
the standards of professional excellence. While it is natural to build rapport, keep the
relationship grounded in respect and professionalism. Share personal information only
when it relates to your responsibilities or availability, and be mindful to maintain
appropriate workplace boundaries.

THE BAD
MANAGER

A poor manager may be inexperienced, ineffective, or lacking necessary skills.
Even in these situations, remain respectful and professional. You may need to
provide additional support to ensure tfeam success — doing so demonstrates
maturity and leadership potential. Avoid gossiping or speaking negatively about

your manager; instead, focus on contributing positively and learning from the
experience.

THE REALLY
DIFFICULT MANAGER

At some point, you may encounter a manager who behaves inappropriately or
abusively. While maintaining professionalism, protect yourself by documenting
issues and performing your duties to the best of your ability. If necessary, seek
confidential guidance from Human Resources. HR professionals are responsible
for investigating concerns and supporting healthy workplace environments.

If the behavior involves harassment, discrimination, or other serious misconduct,
document and report it immediately. Employees have legal protections against
these actions.



WHEN ENOUGH IS ENOUGH

Some situations require formal complaints or legal action, especially
when involving harassment, discrimination, racism, or physical abuse.
Regardless of the type of manager you work with, focus on

managing your own behavior professionally and learning from every
experience.




COLLEAGUES

Workplace friendships are natural

" many people spend a significant
portion of their day at work. However,
maintaining professional boundaries
is important because relationships
can influence performance.

Potential challenges include:
* Distractions that reduce
productivity

* Promotions that change

relationship dynamics

* Personal conflicts affecting

teamwork
Five tips for managing workplace
friendships:

* Set boundaries. Agree to
maintain professionalism and
avoid favoritism.

* Build trust slowly. Observe
before sharing personal or
confidential information.

e Treat everyone fairly. Respect
colleagues regardless of position.

* Keep interactions professional.
Don't let friendships interfere with
responsibilities.

* Maintain friendships outside
work. External support systems
can provide perspective without
workplace complications.




TIPS FOR NAVIGATING
WORKPLACE RELATIONSHIPS

Handling a gossiping coworker:

Avoid engaging in negative talk. A simple response like, “I've
always had positive experiences working with them,” signals
professionalism without confrontation.

Dating a coworker:

Office relationships can be risky if they end poorly. If you choose
to date someone at work, keep the relationship professional and
follow company policies. Relationships with supervisors are
strongly discouraged and often prohibited.

After-hours socializing:
Going out with coworkers can strengthen teamwork, but
professionalism still applies. Avoid gossip and limit alcohol

consumption to maintain a positive reputation.
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