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Giving Instructions Clearly

Whether you call it orientation, indoctrination, development, or training, a program for ensuring adequate
instruction of team members is vital to reach the organization’s goals. The more expert you become in giving
instructions, the more everyone benefits. Team members understand exactly what you want and comply
conscientiously and cheerfully. Here are suggestions for giving orders and instructions effectively:

Preparation – Before you begin, be sure you know exactly what you want to communicate. If you need to
ask for information or conduct a discussion or brainstorming session before reaching a decision about
what orders to give, separate that session from the actual giving of instructions or orders. Any apparent
indecision or confusion on your part creates doubt and lack of confidence.
Consideration – Check on the team member’s time and workload before directing any change in
procedure or priority. Be sure you have the right employee for the job. Along with instructions, assign a
priority to the job.
Presentation – Give instructions in a logical sequence and in clear, concise language geared to the team
member’s intelligence and education. Check to see that your instructions were understood, and explain
again any part that seems unclear. If the order has several parts, or if it’s to be a permanent procedure,
follow oral instructions with a written message.
Attitudes – “Ask” rather than “tell,” but make it clear you expect compliance with your request. Accomplish
this by using language and a tone of voice that are authoritative, but not authoritarian. Be considerate of
team member needs and desires, but never apologize for giving an order. You represent the organization,
so make it clear that you support the organization and its goals. Give individuals an opportunity to ask
questions or express opinions, but do not feel bound by those opinions.
Follow-up – Check on compliance with your requests and instructions. Amend your instructions when that
seems logical. Express appreciation when your requests and instructions are carried out well.
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Strategic Essentials is a Managing Partner for Leadership Management® International, Inc.
For more information about Strategic Essentials small business training and education programs or our
coaching and consultation services please call our Reno office at 775.826.8282 today!

Strategic Essentials serves business owners, business leaders, entrepreneurs, managers, supervisors and
decision makers in Reno, Sparks, and Carson City, Tahoe, Truckee Meadows and surrounding communities.
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Success" 
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ABOUT MAKE THE SALE TRAINING SERIES

ATTN BUSINESS OWNERS...
MAKE THE SALE IN 2010!

Powerful Selling Strategies for Business Owners

Hit the ground running in 2010 with these proven,
powerful sales strategies and techniques and make
your own Economic Stimulus.

In this 10-workshop series, you'll immediately learn
and apply innovative strategies to boost your sales
right now!

Sign Up Now! Kick-off Session starts June 11, 2010.

These time-tested Powerful Selling Strategies work in
all economies; they work today, and they’ll bring future
sales in the door, too.

Whether you hate sales or love it,
"sales" is a critical part of your business
and you need to master it now. You’ll
be amazed at what you can
accomplish! And you'll be amazed at
your new abilities to Make the Sale!

Presented by Strategic Essentials owner Valerie
Cardenas in collaboration with national sales expert
Alice Heiman. Reserve your place early.
Workshop is for business owners and limited to 15
participants.

Call (775) 826-8282 
Or Visit Make-the- Sale-Reno.com

LEARN HOW OUR PROGRAMS CAN BENEFIT
THE BOTTOM LINE OF ALL SMALL
BUSINESSES
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