Assignment 2 (Due Oct. 2)
Office Politics for the Utterly Confused

A: Personal Assessment (page 13)

	Technique
	Self-assessment

	
	Needs Work
	Good
	Exemplary

	1. Build alliances with the right people
	
	
	

	2. Establish collaborative relationships with peers
	
	
	

	3. Know and contribute to your organization’s objective
	
	
	

	4. Tell the truth
	
	
	

	5. Be professional in the way you look and act
	
	
	

	6. Choose your battles strategically
	
	
	

	7. Take charge of your morale and your career
	
	
	

	8. Maintain a sense of humor
	
	
	

	In which areas do you need to improve?

	


B: Building Alliances (page 23)

	Type of Power
	Amount of Power You Have
	Source of Your Power

	Position
	
	

	Personal
	
	

	Information
	
	

	Resource
	
	

	Relationship
	
	

	Other power or influence
	
	


C.  In Box of Influential People (page 27)

	Individuals with Formal Power
	Rising Stars

	1.
	1.

	2.
	2.

	3.
	3.

	4.
	4.

	5.
	5.

	6.
	6.

	Individuals with Informal Power
	Source of their Influence?

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	

	Are you on good terms with the right people?


D.  Collaborative Relationships (page 47)
	Your Key Constituents
	Their Needs
	What You can Provide

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	

	8.
	
	


E.  Setting SMART Goals (page 75)
	The book describes how to set SMART goals.  Think of a goal you need to accomplish in the near future and use what you learned from the book to set a SMART goal.

	Guideline
	Your Example

	Specific
	

	Measurable
	

	Achievable
	

	Relevant
	

	Time-Bound
	


F.  Telling the Truth (Chapter 6)
	Chapter 6 describes the importance of telling the truth.  The self-assessment below contains a list of the key points from the chapter.  How did you do?

	Important Characteristic
	Self-Assessment

	
	Seldom True
	Often True
	Usually True

	I am honest in what I do and say
	
	
	

	What I do is consistent with what I say I will do
	
	
	

	People know where I stand on important issues
	
	
	

	I clearly communicate what I am thinking and feeling
	
	
	

	I am dependable and can be counted on
	
	
	

	I am open to new ideas from others
	
	
	

	I will change my opinion when wrong
	
	
	

	I provide feedback to others
	
	
	

	I am open to and welcome feedback from others
	
	
	

	I am an attentive listener
	
	
	

	My Johari window is balanced
	
	
	

	I share information rather than withhold it
	
	
	

	On the basis of your self-assessment, are you a person who can be trusted and trusts others?




G.  Professionalism (Chapter 7)
There are three assessments in this chapter: A self-assessment on page 114, a supervisor assessment on page 122, and a coworker’s assessment on page 123.  Complete the self-assessment and have your supervisor and a coworker complete the other two.  What did you learn from these assessments?

H.  Choose Your Battles Strategically (Chapter 8)
On the basis of what you learned from this chapter, think of a conflict that you handled correctly and one that you did not.  Describe the conflict, what you did, and why it was right or wrong.  Be sure to tie in the content from the chapter in your answer.

I.  Taking Charge of Your Career (Chapter 9)
The main point made in Chapter 9 is that you need to take charge of your own career.  After thinking about your current level of job satisfaction, career satisfaction, and skill level, what do you need to do to be happy and productive with your career?

J.  Sense of Humor (Chapter 10)
Describe a time at work when a person’s attempt at humor was not so humorous.  Describe a time at work when a humor attempt when over well.  What was the difference in the two occasions? What information is contained in the chapter that, had the person read it, they could have avoided the problems caused by their humor attempt?

K. Book Summary

After reading this book and completing the 10 assignments, what have you learned about how well you play organizational politics?  What specific changes do you intend to make to help advance your career and increase your happiness?

