Activity 8A: Practice Activity-Workplace Awareness and Assessment

After you have reviewed the orientation and completed the first practice activity, you are now ready to analyze some scenarios regarding workplace etiquette.  For each case below, determine what the issue/s are and what course of action should be taken to address the problem with the employee.

Situation 1:

Mary, a new employee at TSY Services Company frequently receives and places calls on her personal cell phone during normal working hours.  She has been noticed leaving her desk to step outside the building when receiving calls to ensure privacy and to not disrupt other workers.  One week a staff member counted the minutes she was away from her desk on her cell phone and found that she spent 30 or more minutes per day on her phone.

Identify the problem/s

Analyze the situation (Do you have all the information?, What would you need to know?, Who should be involved?, How should you approach the situation?, What are the potential outcomes?) and determine how this affects the employer and the employee

Recommend a solution to the problem

Situation 2:

Deron, a long-time employee at the Edison Corporation has a great reputation and is respected among his co-workers.  Recently, over the past few months, Deron has been arriving more than fifteen minutes late for work and leaving early which causes another employee to have to work over his own work time to ensure coverage.  As a result, the other employee is reprimanded for earning overtime.  He explains to management that he has been forced to work beyond his scheduled shift in order to cover for Deron being late and leaving early.  Management informs the employee that he will need to work it out with Deron as they are not aware that there has been a problem.

Identify the problem/s

Analyze the situation and determine how this affects the employer and the employee/s
Recommend a solution to the problem

Situation 3:

Rolanda and Michelle, co-workers in an 8-person office do not get along.  Rolanda is very loud and confrontational with Michelle in front of customers and co-workers and often accuses Michelle of “trying to get on her nerves”.  Michelle was recently promoted to a supervisory position and Rolanda believes that she should have received the promotion having been at the company longer than Michelle.  Michelle often gossips about what a bad employee Rolanda is with her friends in the office.  Several staff members have stopped interacting with each other in trying to stay out of the conflict and feeling that Michelle, as the supervisor, should resolve the situation.  Some employees are looking for other jobs because of the constant tension.

Identify the problem/s

Analyze the situation and determine how this affects the employer and the employee/s

Recommend a solution to the problem

Situation 4:

Tyler, an employee at RELaKs, Inc., has become an employee that most people in the agency avoid due to constant offensive odors and lack of personal hygiene.  He frequently wears the same clothing day after day and it appears that he does not bathe or comb his hair.  His office cubicle is messy and full of fast food wrappers and half-eaten sandwiches lying around.  He appears to be unaware or unconcerned  about the problem.  Because Tyler keeps to himself, no one really knows much about him or his personal life and he is considered the “office loner”.
Identify the problem/s

Analyze the situation and determine how this affects the employer and the employee/s

Recommend a solution to the problem

Situation 5:

Tessa, an employee at Super Z  Medical Center, is a young sensitive and caring technician who performs well on the job.  She prides herself in her work and enjoys helping people.  Carla, a long-time hospital employee and supervisor, is very knowledgeable but can come across as being pushy and a micromanager.  Carla frequently reprimands Tessa in front of hospital staff and patients in order to instruct her on how to do her job.  Tessa is often seen by fellow staff in tears and feels that she is being treated unfairly.  She has told other staff that Carla has sent her emails that she considers offensive with jokes that are inappropriate.  Other staff members know Carla to sometimes come across as “tough” but tell Tessa that she is a completely different person outside of work once you get to know her.  Staff members admit that sometimes they also get tasteless emails that could be considered vulgar or inappropriate but that Carla does not mean anything by them.
Identify the problem/s

Analyze the situation and determine how this affects the employer and the employee/s

Recommend a solution to the problem

Situation 6:

Lisa, an employee at OK Computer Services, frequently comes to work in a mood and makes negative comments to other staff members about other staff members outside of the department while on the job.  She enjoys office gossip and is known as the person to go to for the latest office “dirt”.   The office environment is not enjoyable because of the daily tension that exists.  Many of the department’s office workers simply try to avoid speaking with Lisa if only when they absolutely need something.
Identify the problem/s

Analyze the situation and determine how this affects the employer and the employee/s

Recommend a solution to the problem

