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A word from your
Account Management Team...
Welcome to the 2nd Quarter 2022 issue of Leadership!

Quarter 2 and Spring are upon us and with them a chance
to help our organizations grow and flourish this year! To
help, we have packed this issue with resources designed
to enhance your leadership skills, develope yourself personally and professionally, and better motivate your team!
Everything starts on page 4 with a helpful guide to what
managers can do to motivate their teams. Next, page 5 covers the elements a good leader should have. Page 6 talks
about tips for creating an employee evaluation and then
on page 8 we look at how to manage the stress that comes
with maintaining a successful lifestyle. Finally, on page 10
we look at ways to develope your emotional intelligence on
the job to help you gain awareness of, and control over, your
emotions.

As always, if you need anything this year including resources
on any of the topics discussed these articles or anything else
like helping employees return to the office, reminding employees about parenting services available through the EAP,
or an introduction to the new mindfulness app available
through our web-portal, please give us a call. Remember
with MINES you have access to unlimited supervisor consultations for all sorts of things including employee issues,
EAP referrals, policy development and implementation, and
more! We are here to help. Please call us at 1-800-873-7138
anytime or contact your account manager directly.
To your health!

– The MINES Team

MINES & Associates
10367 West Centennial Road
Littleton, Colorado 80127
800.873.7138
www.MINESandAssociates.com
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TotalWellbeing is our way of connecting the 8 core dimensions of wellness: Physical, Occupational, Intellectual, Environmental,

Financial, Social, Spiritual, and Emotional Wellness to everyday life through regular communications, educational opportunities,
and resources designed to equip individuals with helpful and practical knowledge. These tools can be used everyday to strengthen
resilience, increase wellbeing, and improve work/life balance.
MINES’ TotalWellbeing communications not only provide helpful resources, but also serve as a way to increase engagement with
the Employee Assistance Program. We encourage anyone to email us directly with questions or needs around wellness topics,
comment on our blog or social media posts to let us know their thoughts and what they’d like to see more of, and of course to let
us know if there are additional ways we can help in any way possible.

TotalWellbeing communications include:

Monthly Newsletter

Your Monthly Guide to Wellbeing
Every month MINES sends our TotalWellbeing newsletter that includes informative articles and helpful tips on a rotating wellness
topic. This newsletter acts as a hub for all TotalWellbeing communications as it always includes links to our website, online resource
library, blog, and social media streams, as well as offers a way for employees and members to get in touch directly via email.

Wellness Publications

Your Quarterly Resources

Every quarter, MINES releases two publications; BalancedLiving and Leadership. BalancedLiving is a wellness resource designed
for anyone looking to balance work, family, and personal time to enhance their wellbeing. We tackle topics like stress, nutrition,
fitness, communication, personal development, family issues, safety, and more. Leadership collects resources on leadership
specific skills and challenges including workplace policy, team building, productivity, morale, conflict management, and more to
help address issues that face leadership every day.

Website

Your Hub for All Things MINES

Our website (www.minesandassociates.com) connects all our resources and communications in one place. Access our blog,
newsletter archives, current wellness publications, social channels, service overviews, and access services by completing an online
digital intake today!

MINESBlog

Updates and Resources from the MINES Team

Our blog features wellness resources, articles on current events, insightful stories, and great wellbeing ideas to help inspire one’s
own creative mindset around wellbeing. It also offers a way for employees and members to communicate on these topics through
comments or tell us about other topics they would like to learn more about.

Social Channels

News, Updates, and Perspective

Follow our channels to get helpful updates, links, and info, or to send us messages or feedback on what you want to see more of!
Twitter: @MINES_bh
LinkedIn: www.linkedin.com/company/mines-and-associates
Facebook: @minesBH

Is there a topic you’d like to see us explore? We’d love to hear from you.

Shoot us an e-mail at communications@minesandassociates.com and let us know what you’d like to see.

www.MINESandAssociates.com | 800.873.7138

A Manager’s Guide to Motivation
Motivation is crucial to good management. But different things motivate different people, and if you’re a manager,
understanding what motivates your staff is the key to everyone’s success. “You can’t force someone else to be motivated,”
says Carol W. Ellis, author of Management Skills for New Managers. “What you can do is provide a work environment that
offers opportunities designed to spark their inner drive.”

Motivating factors

Often people of various ages with different life experiences have different motivators. “To find out what motivates each of
your staff members, pay attention to how they react to a variety of projects or objectives,” says Ms. Ellis. “Then ask them
questions regarding the kinds of changes they believe would increase their job satisfaction.” Once the factors are identified,
take action by making changes that will increase your staffers’ desire to succeed.

Most people are motivated by one or more of these needs:
•
•
•
•
•

Achievement
Responsibility
Recognition
Meaningfulness
Advancement

To satisfy the need for achievement, you should ensure that an employee’s goals are set and monitored on an ongoing basis.
You should provide ongoing feedback on goal achievement, and offer training opportunities to increase success. To meet
the need for responsibility, you should provide opportunities for employees to be visible and have influence. Ask for their
opinions and suggestions, and delegate opportunities for them to organize and direct activities.
For employees who seek recognition, you should provide opportunities for people to work with others, as well as a chance
to be visible to upper management. You should establish a relationship that provides feedback and attention. For those that
need meaningfulness in their jobs, offer opportunities to cross-train so they understand how their work contributes to the
company’s overall objectives. Also, give them an opportunity to take on new responsibilities.
To satisfy the need for advancement, ask employees about their career objectives and provide training opportunities on
subjects of interest to them. “The bottom line is that as a manager, you’re responsible for getting people to perform, and if
you create the right environment, it’s more likely your staff will do what needs to be done,” says Ms. Ellis. M
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The Elements of Good Leadership
There’s a great difference between being in-charge and being a leader. Telling people what to do and when to do it is just a
small part of being a leader. If you don’t develop the other leadership skills that help motivate teammates and keep projects
on-task, you risk limiting your effectiveness and potential in your workplace role. Here are the key elements that build strong
leaders.

Coaching

Decision Making

•
•
•

•

•
•

Leaders clearly define goals for their team.
They set an example for teammates to follow.
They motivate their teammates and are supportive and
honest with them.
They don’t play favorites, but treat everyone fairly.
They resolve conflicts and help everyone work toward
the same goals.

Communication
•
•
•

Leaders say what they’re going to do and they follow
through.
They are active listeners when someone shares a problem
or concern.
They avoid communicating in ways that pass blame or
create tension.

•
•
•
•

Leaders think through problems and avoid rushing to
judgments.
They look at all the options to resolve problems or meet
goals.
They’re willing to listen to the suggestions of others.
They’ll take risks to push new ideas and project goals.
They avoid repeating past mistakes and seek to learn
from their errors.

Assertiveness
•
•
•
•

Leaders tell their team members what’s expected of
them.
They don’t wait to resolve an issue or address a concern.
They move quickly to avoid wasting time.
They prefer active involvement to passive behavior.

Leaders also know how to separate “You” from “I” in the way they communicate with their subordinates, especially when
related to personal feelings or project expectations.

“You” statements include:

“I” statements include:

•
•
•

•
•
•

“You always interrupt me during meetings.”
“You’re always the last one to arrive at work.”
“You can’t seem to meet the deadlines you’re given.”

“I’m concerned with your behavior in meetings.”
“I expect you to arrive to work on time.”
“I’ve noticed that you’re having trouble meeting
deadlines.” M
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Creating an Employee Evaluation

Conducting an annual or bi-annual employee review is an important piece of a successful work environment. Employee
evaluations will help employees know what they are doing well, what they can improve on, and where they stand in the
company. It helps the employee feel valued and inspired to continue achieving their goals. Open yet structured conversation
about accomplishments and performance can lay a strong foundation for improving the lines of communication between
supervisor/employer and employee.
Be sure to plan far in advanced. This allows both parties to be prepared to address the important issues at hand. Make
sure both the employee and the manager know the purpose of the meeting as well as any expectations for compensation
negotiation.

When forming an employee evaluation:

Set standards:
• Evaluate the employee based on an objective set of standards that are appropriate for his department and position.
• At the beginning of the evaluation period, tell the employee about the standards so she knows which points she is being
evaluated on. This will give her an initial idea of what is important to the employer.
• Monitor performance at points during the year.
• When the evaluation is complete, set standards for the next evaluation. Ask yourself if there are other areas that should
be evaluated.

Answer Key Questions

When evaluating an employee, answer these questions:
• How much did the employee accomplish?
• Were the results below average, average, or above average?
• Were the costs within the budget and respected by the employee?
• Was the work completed efficiently and in the proper sequence?
• Were customers satisfied?
• What did they bring to the overall company?
• Did the employee improve from the last evaluation?
• Did they meet/exceed the goals they set during the last evaluation?
• Do they look for opportunities for professional development?
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Also take into account circumstances that may have affected the employee’s performance. Had he just learned a new skill?
Was he busy training for a promotion?

Watch for Poor Performance

Watch for areas that influence an employee’s work. Is the employee:
•
•
•
•
•

Punctuality?
At work regularly?
Safe, in respect to himself and others?
Organized?
Planning effectively?

See what you can suggest to help your colleague improve. Give a Fair and Accurate Evaluation.

When evaluating an employee:
•
•
•
•
•

Don’t rely too much on subjective issues, like the employee’s personality or interest toward the job. Stick to how well he
or she performs.
Don’t let irrelevant issues factor into the evaluation, like physical appearance or out-of-work behaviors.
Try to keep the standards at a reasonable level for everyone.
Set aside bias.
Monitor the employee as accurately and attentively as you can.

Use Evaluating Tools

You can use other tools to help create your evaluation. Aside from visual monitoring, inspect:
•
•
•
•

production records
customer reports
interim performance reviews
audits M
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Seek Success But Skip the Stress

As if being a single mother of two weren’t enough, Krista Kurth was a high-powered consultant at a major accounting firm
who was taking night classes toward a degree in organizational development. But when her body shut down with chronic
fatigue syndrome, she realized that no motor could keep running without a pit stop.
Her two-year quest to recover taught her a lesson. The formula for success, she learned, must include mental and physical
rest.

Millions of Americans have yet to grasp that fact. They believe that longer hours at work, combined with less recreation and
relaxation, will lead them up the corporate ladder. The truth is that unchecked stress hinders more than it helps.

“People have the sense that they’re important and successful if they’re busy,” says Dr. Kurth (yes, she went on to earn that
Ph.D.) She also co-authored Running on Plenty: Renewal Strategies for Individuals, which offers advice on staying energized
despite work demands.
Machines can run around the clock. But Dr. Kurth and co-author Suzanne Adele Schmidt, Ph.D., emphasize that people are
living organisms who must stop and refuel to work properly. By not taking brief, hourly breaks, they say, you could take up
to five times longer to complete tasks and grow more likely to make mistakes.

Research backs them up. In one study, 69 percent of people who reported feeling highly stressed on the job said the stress
made them less productive, workplace stress expert Charles Spielberger, Ph.D., wrote in the Journal of Occupational Health
Psychology. About half of those stressed-out people said they had suffered burnout, job-related medical problems or both.

A state of alert

Overwhelming paperwork, deadlines, meetings, phone calls and e-mails cause your brain to order the production of
hormones that put your body in a state of alert. Whether you know it or not, your body pools its resources to deal with the
threat causing the stress. Your muscles tense, you breathe harder and your heart beats faster.

If this keeps up too long, your body cracks under the pressure. The result? Headaches, difficulty sleeping and concentrating,
short tempers, upset stomachs and lower morale. All are early warning signs of job stress, according to the National Institute
for Occupational Safety and Health. Some studies suggest this stress can lead to heart disease, depression, anxiety, muscle
pain, cancer, ulcers, a weakened immune system and even suicide.
“It’s a big problem and it’s growing,” says Dr. Spielberger, director of the University of South Florida’s Center for Research and
Behavioral Medicine and Health Psychology. “The world continues to change faster and faster, which puts more pressure on
people to try to keep up.”
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Companies face more foreign competition. Downsizing increases workloads. Some employees feel less secure in jobs. New
technologies were meant to make jobs easier. But cell phones, e-mail, pagers, the Internet, mobile handheld devices and
laptops have instead increased the pace. “We’re expected to be available all the time,” Dr. Kurth says. “People are expected to
give an immediate answer.”

Setting boundaries and learning how to take “productivity pauses,” she says, will help you get more done, stay healthy and
keep a positive attitude. These hourly mini-breaks can be as simple as taking three deep breaths or doing simple stretches.
Gently roll your shoulders backward, move your head from side to side, elevate your arms to shoulder height and rotate at
the waist.

Left brain break

Dr. Kurth suggests you take a break from using the left side of your brain, the half that handles job-related tasks like analysis
and communication. You can do this by immersing yourself in acts that tap the right brain’s creative power. For example, you
can take a brief mental vacation by closing your eyes and thinking about your favorite place. “Use all your senses.” If you like
tropical resorts, “imagine what the sand feels like and what the ocean smells like,” she says. “Do it for a few minutes and you
come back feeling refreshed.”
A great way to make breaks part of your day is to find a “renewal buddy” who will encourage you while benefiting from your
support. If you’re a supervisor, you can create an office environment that allows for “play,” such as throwing Frisbees or
knitting.

The worst stress is having a difficult boss who may be too critical or doesn’t provide enough support, Dr. Spielberger says.
Changing your boss’s management style isn’t usually possible. Looking for a new job usually is. M
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Raise Your Emotional Intelligence at Work

What do you do when someone jumps in front of you at the deli counter, cuts you off on the freeway or takes credit for your
work? How you address these and similar situations constitutes your emotional intelligence (EQ).
“If you wish you had behaved differently in any of those situations, you may be a victim of ‘emotional hijacking,’” says Adele
B. Lynn, president of the Adele Lynn Leadership Group in Belle Vernon, Pa., and author of The EQ Difference: A Powerful Plan
for Putting Emotional Intelligence to Work.
An emotional hijacking is when the rational, thinking part of your brain is bypassed because of your intense emotions. When
this happens, you’re so emotionally fired up you can’t think or solve problems.

How high is your EQ?

We all know that IQ measures a person’s intelligence. But what exactly is EQ? Ms. Lynn defines emotional intelligence as your
ability to manage yourself and your relationships.
Why do you think employers interview prospective employees when they could easily spend less time just testing them for
their intelligence?

Here’s why: In interviews, employers are looking for personality traits. When doing interviews, managers can experience
how people communicate, determine their personality and whether they’ll fit in with the rest of the staff.

This is important, as one employee who can’t get along can disrupt an entire workplace. At your office, you may know some
very intelligent workers who can’t get along with people, and whose emotions easily get out of hand. Their inability to handle
their emotions makes them destructive employees, in spite of their intelligence.

Start with yourself

You don’t have control over other people’s behavior, but you can learn to control your own. Therefore, you need to start by
raising your own EQ.
A notebook is an important tool for raising your EQ. Writing down your reactions to emotional situations will help you
become aware of your behavior and think rationally.
In The EQ Difference, Ms. Lynn discusses seven steps to improve emotional intelligence. Three of those steps are:
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Observe
“Pay attention to your emotions. Try to observe while you’re ‘in the moment,’ especially during conflict situations,” says Ms.
Lynn.

Observe both your feelings and reactions in difficult or stressful situations. Are you thinking only of yourself, or can you
empathize with the other person? A person with a high EQ is able to think not only of his own needs, but also empathize with
others.
Observe how others react in their words and body language or behavior.

Interpret

“Try to determine your triggers and other indicators that prompt you to lose your cool or become fearful,” says Ms. Lynn.
When you have intense negative emotions, they’re usually related to your fears.

Write down any fears you believe may have triggered your reaction. Then go over them one by one and determine which, if
any, are realistic in this situation. Most fears come from past experiences, so take this one step further and try to remember
when this fear started. When you analyze your fears, you take away their power to control your emotions.

Pause

Engage in a long pause to help you regain your intentions. Without the pause, you may react without thinking. Many people
avoid pauses because they feel uncomfortable when there’s a silence. It’s OK to feel uncomfortable and take that long pause
anyway.

Next, when by yourself, write in your notebook what you observed, your interpretation and how you will handle a similar
situation next time. M
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A note to Supervisors...
From time to time, situations arise when a supervisor is not sure how to respond to a particular behavior.
The Employee Assistance Program is available on a 24/7 basis for consultation on issues such as: referring
an employee to the EAP, how best to respond to and manage difficult behavior in the workplace, and
whether training or some other form of group intervention (such as an organizational intervention or a conflict
resolution) may be helpful for a particular situation. The EAP can serve as an ally to anyone who is working
with a troubled employee.

•

24/7 supervisor consultation regarding problems

•

Assessment of behavioral risk on the job

•
•
•
•
•
•

in the workplace

Return-to-Duty conferences

Advisory services in writing, revising, and
implementing policies

Supervisor and Manager training

Unlimited formal Work Performance Referrals

Coaching for management and leadership skills

Conflict resolution for supervisor-employee problems

MINES believes that employees are an organization’s most valuable resource.
Your EAP is always available to provide you and your employees with support.

The MINES Team

Questions? Reach us at 800.873.7138 | www.MINESandAssociates.com

