Writing Your User Manual

Writing your user manual will give your colleagues a blueprint for working with you. Below is a list of topics you may want to consider as you identify the information that will help your employees work best with you.
As you write, limit yourself to covering:

· Your quirks, the things that make you unique. Focus on the few items that make you a little bit weird in the workplace. Don’t assign “good” or “bad” value judgments to them—just tell people how you’re different.
· Items that are actionable. Saying “I like to hear the truth” doesn’t tell your colleagues much at all—who doesn’t like the truth? Take that seed and make it more actionable: “If you see me doing something and think it could be done better, tell me! I live for constructive criticism and would enjoy the debate. It’s almost impossible to offend me.”

[bookmark: _GoBack]Do your best to keep your User Manual to one page.

Topics to Consider—General

Common misconceptions about you. Write about what people commonly misunderstand about you, and what the truth behind this misconception is.

Introversion/extroversion. Write about whether you consider yourself an introvert or an extrovert, and how this plays out at work. Are you more of a lone wolf or a social butterfly?

Learning style. Write about whether you absorb information better through the written or spoken word. Should people write to you about a topic before discussing it with you, or do you prefer to hear them describe the topic in speech? Do you like to talk out problems with other people, or do you prefer to think through things on your own?

Personal values. Write about a personal core value (or values) that are most important to you. Note whether you have any personal rules you feel should never be violated.

Workday structure. Write about your optimal routines and how you organize your day. Discuss any unique approaches to handling email, messaging, meetings, phone calls, or anything else colleagues should know about.

Productivity. Write about how you get into a flow state at work, and note what takes you out of that flow state. You might add whether you tend to work slowly and deliberately or take energy in moving from task to task.

Demotivators. Write about what demotivates you in the workplace, and how you react when you encounter demotivating of frustrating situations.

Decision making. Write about any peculiarities in how you make decisions. You might discuss whether you like to have all the data before deciding, or whether you prefer to decide fast and see what happens. Do you enjoy making decisions yourself, or are you more confortable advising others?

Weaknesses. Write about any traits you see as weaknesses or shortcomings, how those manifest, and how can your colleagues help you handle them.

Feedback. Write about how you like to receive feedback on your work, and about your approach to delivering feedback to others.

Autonomy. Write about how much direction you like to get from your supervisor, noting whether you prefer guidance on your goals or whether you work better when you set your goals autonomously.

Conflict and stress. Write about any peculiarities in how you handle conflicts and disagreements at work, or about how you react to high-pressure deadlines or large workloads. Do you work well under pressure or not?

Special skills/knowledge. Write about the skills you most enjoy using at work or about special knowledge you have and enjoy sharing. It’s especially helpful to note any strengths or skills your colleagues might not know about.

Aspirations. Write about any skills or responsibilities would you like to have in the future, and any areas in which you are interested in pursuing learning opportunities.

Personal life. Write about any hobbies, interests, or life situations that have shaped you the most, and note any relevance they have to working productively with you.

Topics to Consider—Management Style

What you value in employees. Write about the top signs an employee is doing a good job, and the attributes you find most valuable in an employee. Explain any special criteria you use to evaluate employees’ performance in formal appraisals.

Workplace expectations. Write about any specific expectations you have relating to office hours, response times, dress code, or anything else relevant.

Frustrations. Explain what employee behaviors frustrate you the most.

Delegating style. Write about a unique delegating style you have. Consider exploring whether you prefer employees to come to you with new ideas or to execute on their own and then tell you how it worked.

Scheduling time. Write about the best way to get time on your calendar. State your preference for email, messaging, phone, or in-person communication when an employee wants to discuss something.

1:1s and appraisals. Write about whether employees should expect anything unusual when coming to a 1:1 or appraisal with you.

