
Supervisor Training
Skills for success to motivate your team and support leadership



ÅSupervisor role clarification

ÅUniversity personnel policies

ÅCommunication Skills

ÅDelegation

ÅConflict Resolution

ÅTimesheet/Leave Approval

ÅProfessional Development
Overview

Supervisor Training Targets
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Supervision Overview
What does the role of supervisor means?

A supervisor is responsible for the 
productivity and day ɀto-day actions 
of a group of employees. Typically 
the supervisor has experience in 
what the group does. 
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5-ȭÓ 0ÅÒÓÏÎÎÅÌ 0ÏÌÉÃÉÅÓ ÃÁÎ ÂÅ 
found in Sections 04:001-04-410 at 

https://www.montevallo.edu/about-
um/administration/policies/section-

4-personnel/

niversityPersonnel Policies
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https://www.montevallo.edu/about-um/administration/policies/section-4-personnel/


ÅMay be in person or via email, phone or text.

ÅKeep it simple and brief.

ÅTry and personalize your approach to the individual.

ÅUse the right tone of voice and body language.

ÅEncourage listeners to express themselves.

ÅProvide clarity to your team about what they need to 
do to be successful in your department.

ÅMay sure your team understand that which you have 
conveyed and instructed. 

Å)Æ ÙÏÕ ÄÏÎȭÔ ÐÒÏÖÉÄÅ Á ÒÏÁÄÍÁÐȟ ÉÔȭÓ ÎÏÔ ÆÁÉÒ ÔÏ ÔÈÅ 
team if they get lost. 

Å$ÏÎȭÔ ÁÓÓÕÍÅ ÔÈÅ ÔÅÁÍ ÍÅÍÂÅÒÓ ËÎÏ× ×ÈÁÔ ÔÏ ÄÏȟ 
even if they have been in the position a long time.
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Effective Communication
When done correctly employees are more engaged and aligned



ÅIt takes trust in your team to be able to 
delegate tasks to your team. 

ÅTake notice of your team to know who 
else could do the task being careful not 
to overload.

ÅUnderstand that your team may not 
complete the task exactly like you 
would complete it. 

ÅDo not give orders without support or 
contributions. Provide requisite support 
without micromanaging.

ÅBe proactive when setting expectations 
beyond what the job description 
defines.

Delegation
Grooming your team for growth
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Conflict Resolution 

Å There may come a time when your team members have a disagreement or opposition of 
interests or ideas. It is critical that it is handled correctly. 

Å Conflict is a normal and natural part of any work environment. It can lead to more productive 
and innovative ideas. 

Å Conflict can be between the leader and a team member or between two or more team 
members. 

Å Keep in mind that your way is not always the right or only way. Make sure your team know 
ÔÈÁÔ ÉÔȭÓ ÏËÁÙ ÆÏÒ ÏÔÈÅÒ ÔÅÁÍ ÍÅÍÂÅÒÓ ÔÏ ÈÁÖÅ Á ÄÉÆÆÅÒÅÎÔ ×ÏÒËÉÎÇ ÓÔÙÌÅ ÁÓ ÌÏÎÇ ÁÓ ÉÔ ÄÏÅÓÎȭÔ 
hinder progress.

Å Accept that people have different perspectives and they all are valid. 
Å Deal with issues as they arise.
Å Be kind and understanding. Never belittle someone for their personal beliefs. 
Å Consider all moments as teaching moments.
Å Find the source of the issue. Is it just a difference of opinion or a more serious underlying 

problem?
Å Always conduct yourself in a professional manner. Be calm and courteous during all 

interactions. Require the same from your team. 
Å If all else fails, consult higher management or Human Resources. 7

https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409


Handling Gossip –Pointers you should exercise and teach your team

ÅA good employee is one who exemplifies restraint. 
ÅAvoid speech that could be rude, offensive, or demeaning.
ÅAsk yourself will the conveying of information build or tear down 

the team or an individual on the team. 
ÅAvoid discussing your issue with everyone but the person with 

whom you have a problem. 
ÅDo not sabotage an individual or their efforts.
ÅSave the venting for outside of the office; resist the urge to talk 

about your co-workers and/or supervisor.
ÅWhen in doubt or frustrated, wait to reply. Give yourself some time 

to think clearly. 
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Who to contact for conflict management?
First, the immediate supervisor and if that fails

Barbara Forrest

Director of Human Resources and Risk Management, EEO/AA & Title IX 
Compliance Officer

Will Lyman House

Station 6055

(205)665-6055

forrestb@Montevallo.edu
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Timesheet Approval 
ÅDetermine from the PAF if the employee is exempt/non-exempt

ÅNon-exempt employees have to account for time worked on a timesheet and must have a least 80 hours for 
normal full-time; excluding police officers. They are subjected to overtime.

Å Exempt employees only account for time not worked by filling out a leave report. Contact Payroll Department 
IMMEDIATELY if the employee does not work the full month and does not have enough leave hours to claim. This 
needs to be done before the 25th of the month. 

ÅObtain a payroll calendar on the payroll website annually. 

ÅLog onto Banner self-services as normal. Choose your correct department. 

ÅLook at current records or pull previous timesheets/leave ÒÅÐÏÒÔ ÔÏ ÓÅÅ ÅÍÐÌÏÙÅÅȭÓ ÌÅÁÖÅ ÂÁÌÁÎÃÅÓȢ Make sure all 
codes entered are correct. Send back to employee if incorrect. Only change Time Record if the employee is unable 
to do it. 

ÅPay special attention to error messages. 

Å9ÏÕ ÃÁÎ ÓÅÔ ÕÐ Á ÐÒÏØÙ ÔÏ ÁÐÐÒÏÖÅ ÔÉÍÅÓÈÅÅÔÓȾÌÅÁÖÅ ÒÅÐÏÒÔÓ ÆÏÒ ÙÏÕ ÉÆ ÙÏÕ ÁÒÅ ÕÎÁÂÌÅ ÔÏ ÄÏ ÓÏȢ *ÕÓÔ ÃÌÉÃË ÏÎ Ȭ0ÒÏØÙ 
3ÅÔ 5Ðȭ ÁÎÄ ÃÈÏÏÓÅ ÔÈÅ ÁÐÐÒÏÐÒÉÁÔÅ ÐÅÒÓÏÎȢ 9ÏÕ ÍÁÙ ÄÅÌÅÔÅ ÔÈÅÍ ÂÙ ÕÓÉÎÇ ÔÈÅ ÓÁÍÅ ÌÉÎËȢ 
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Tips for Approving Timesheets and Leave Reports
ÅSet reminders on your calendar for approving timesheets and leave reports. Please note that they have different 

deadlines. 

ÅKeep payroll and holiday calendars handy.

ÅGive your team a deadline to have their timesheets/leave reports filled out that is BEFORE your deadline to 
approve. You need enough time to ask questions, return for corrections, resubmit and approval.

ÅDo not wait until the last minute to approve. 

ÅAlways assign a proxy if you know you will not be available to approve timesheets/leave reports at a given time. 

Å If an emergency arises and you absolutely cannot approve time, please contact the Payroll Department. 

ÅNever give your PIN out. The information you are privy to is confidential. 

Å If you have problems with you PIN, contact Payroll Department. 

ÅBW ɀBi-weekly employees

Å15 ɀStudent workers and temporary employees

ÅMN ɀExempt employees

ÅFF ɀFaculty paid in 12 months

ÅF9 ɀFaculty paid in 9 months
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Å)ÔȭÓ ÉÍÐÏÒÔÁÎÔ ÆÏÒ ÓÕÐÅÒÖÉÓÏÒÓ ÔÏ ÃÒÅÁÔÅ Á ÃÕÌÔÕÒÅ ÏÆ 
development

ÅUtilize engaging eLearning courses

ÅSave room in your budget for professional development 
of your team

Å Increases retention

ÅMaintains up-to-date skills for the workforce

ÅBoosts morale

Å Increase employee commitment and productivity
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Professional Development
Producing high potential employees and performance



Thank You
Barbara Forrest 

205-665-6055

ForrestB@montevallo.edu

Human Resources Director
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