
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

J U L Y  2 0 0

How to Demonstrate Respect at Work 
 

QQuick  TTips 
HHuummaann  RReessoouurrcceess                                        

 

Meet Judy Drexler, CWU’s August Employee of the Month, and the Help Desk 
receptionist within the Human Resources Department. Judy is usually the first person you 
will meet, always cheerful, and always providing extraordinary customer service to every 
HR visitor.  She truly enjoys her role as a “frontline ambassador” to HR, and the many 
comments from customers continually reaffirm her overall professionalism and contagious 
commitment to service excellence.   

Judy expertly performs receptionist duties, greets visitors, answers questions and provides 
information in-person and over the telephone.  She also performs a wide variety of clerical 
support functions. Stop in for yourself and experience the “best of the best” in Judy 
Drexler; you’re guaranteed to leave with the same impression. 
 

Encourage praise and recognition 
from employee to employee as well as 
from the supervisor. 

Ask anyone in your workplace 
what treatment they most want 
at work. They will likely top their 
list with the desire to be treated 
with dignity and respect. Popular 
songs tout the need for respect.  
From Aretha Franklin: 

“R-E-S-P-E-C-T - Find out what 
it means to me.” 

Everybody needs a little respect. 
You know when you have 
respect. You know when you 
don’t. But what is respect really? 
And, how is respect 
demonstrated at work? 

You can demonstrate respect 
with simple, yet powerful actions. 
These ideas will help you avoid 
needless, insensitive, and  
unmeant disrespect.  

• Treat people with courtesy,  
   politeness, and kindness.   

  

   exclude or leave any one  
   person out.  Provide an equal    
   opportunity for employees to  
   participate in committees, task  
   forces, or continuous  
   improvement teams. Solicit  
   volunteers and try to involve  
   every volunteer. 

• Praise much more frequently  
   than you criticize. Encourage  
   praise and recognition from  
   employee to employee as well  
   as from the supervisor. 

• The golden rule does apply at  
   work, or, as professional  
   speaker Leslie Charles, says,  
   “Implement the platinum rule:  
   treat others as they wish to be  
   treated.”  
 
There are many other ways to 
demonstrate respect at work. 
Implemented consistently at 
work, these respectful actions 
help ensure a respectful, 
considerate, professional work 
place.   

  —by Susan M. Heathfield, Human  
      Resources Consultant 

 

• Encourage coworkers to  
   express opinions and ideas. 

• Listen to what others have         
   to say before expressing             
   your opinion. 

• Never speak over or cut off 
   another person.   

• Use people’s ideas to change   
   or improve work. Let  
   employees know you used        
   their idea, or, better yet,  
   encourage the  
   person with the idea to  
   implement the idea. 

• Never insult people, name          
   call, disparage or put down  
   people or their ideas. 

• Do not nit-pick, constantly  
   criticize over little things,  
   belittle, judge, demean or  
   patronize. A series of    
  seemingly trivial actions,          
   added up over time,   
   constitutes bullying.  

• Treat all people the same.   
   Implement policies and  
   procedures consistently so  
   people feel that they are  
   treated fairly and equally.   
   Include all coworkers in  
   meetings, discussions, training,  
   and events. While not every  
   person can participate in every  
   activity, do not marginalize,  

                                           

Human Resources Department 
400 East University Way 
Ellensburg, WA 98926 
Phone: (509) 963-1202 
Fax: (509) 963-1733                       
E-mail: hrtraining@cwu.edu 

C E N T R A L   

W A S H I N G TO N   

U N I V E R S I T Y  

This monthly 
newsletter is intended 
to provide down-to-
earth ideas              
and techniques             
you can put into            
action to improve 
communication, 
enhance performance, 
motivate staff, and 
influence peers.  Your 
suggestions and ideas 
are encouraged.  E-
mail your HR Quick 
Tips newsletter 
submissions to 
Michael Horne at: 
hrtraining@cwu.edu. 
 



  

SSeepptteemmbbeerr  HHRR  MMaaiillbbaagg  
    QQUUEESSTTIIOONN::  II’’mm  ggeettttiinngg  aa  nneeww  bboossss  wwhhoo  wwaass  hhiirreedd  ffrroomm  oouuttssiiddee  tthhee  UUnniivveerrssiittyy..    HHooww  ccaann  II  eennssuurree                                                                                            
      tthhaatt  II  ssttaarrtt  ooffff  oonn  tthhee  rriigghhtt  ffoooott  iinn  tthhiiss  rreellaattiioonnsshhiipp??  

    AANNSSWWEERR::          

    TThhee  oonnee  mmaajjoorr  ddiiffffiiccuullttyy  wwiitthh  aa  nneeww  bboossss  iiss  tthhaatt  yyoouu’’rree  ssttaarrttiinngg  ooffff  ffrreesshh  aaggaaiinn,,  nnoo  mmaatttteerr  hhooww  lloonngg                                                                                        
                          aanndd  ccaappaabbllyy  yyoouu  hhaavvee  bbeeeenn  ddooiinngg  yyoouurr  jjoobb..    CCoonnvveerrsseellyy,,  iiff  tthhiinnggss  ddiiddnn’’tt  ggoo  ssoo  wweellll  wwiitthh  yyoouurr  ffoorrmmeerr                                                                                    
                          bboossss,,  tthheenn  yyoouu  hhaavvee  aa  cchhaannccee  ttoo  ssttaarrtt  aanneeww..    IInn  sshhoorrtt,,  tthhee  wwaayy  ttoo  ccooppee  wwiitthh  aa  nneeww  bboossss  iiss  ttoo  aaddoopptt                                                                                      
                          aa  bbuussiinneessss  aass  uussuuaall  aattttiittuuddee..    RReemmaaiinn  aalleerrtt  aanndd  aatttteennttiivvee,,  aanndd  aaddjjuusstt  ttoo  rreevviissiioonnss  iinn  ooppeerraattiinngg  mmeetthhooddss                                                                                
                          aass  tthheeyy  bbeeccoommee  aappppaarreenntt..    AA  ffeeww  cclluueess  oonn  aaddaappttiinngg  ttoo  aa  nneeww  bboossss  aarree  aass  ffoolllloowwss  

11..  BBee  hheellppffuull,,  bbuutt  nnoott  oovveerrbbeeaarriinngg,,  aabboouutt  yyoouurr  kknnoowwlleeddggee  ooff  hhooww  tthhiinnggss  aarree  ddoonnee  wwiitthhiinn  tthhee  iinnssttiittuuttiioonn..    

22..  DDoonn’’tt  aaddoopptt  aann  aattttiittuuddee  ooff,,  ““WWee  aallwwaayyss  ddiidd  iitt  tthhiiss  wwaayy..””  BBuutt  ddoonn’’tt  iinntteennttiioonnaallllyy  lleett  aa  nneeww  bboossss  mmeessss  uupp  
bbeeccaauussee  ooff  nnoott  kknnoowwiinngg  iinnssttiittuuttiioonnaall  pprroocceedduurreess..    JJuusstt  bbee  ssuurree  ttoo  ggiivvee  aaddvviiccee  iinn  aa  nnoonntthhrreeaatteenniinngg  mmaannnneerr..  

33..  BBee  aalleerrtt  ffoorr  ssiiggnnss  ooff  hhooww  yyoouurr  nneeww  bboossss  ooppeerraatteess..    TThhee  qquuiicckkeerr  yyoouu  lleeaarrnn  tthhee  nnuuaanncceess,,  tthhee  bbeetttteerr  ooffff  yyoouu’’llll  bbee..  

44..  DDoonn’’tt  mmaakkee  nneeggaattiivvee  ccoommmmeennttss  aabboouutt  tthhee  iinnssttiittuuttiioonn  oorr  ootthheerr  eemmppllooyyeeeess..        

55..  DDoonn’’tt  oovveerrwwhheellmm  aa  nneeww  bboossss  wwiitthh  pprroobblleemmss  tthhaatt  nneeeedd  rreessoolluuttiioonn..    NNeeww  bboosssseess  nneeeedd  ttiimmee  ttoo  ggeett                                                      
tthheeiirr  bbeeaarriinnggss  bbeeffoorree  bbeeiinngg  bbeessiieeggeedd  wwiitthh  ccoommpplliiccaatteedd  iissssuueess..  

66..  BBee  ccaarreeffuull  aabboouutt  lleeaavviinngg  aa  nneeww  bboossss  oouutt  ooff  tthhee  lloooopp..    TThhiiss  ccaann  bbee  ddoonnee  uunnwwiittttiinnggllyy  bbyy  aassssuummiinngg  iitt’’ss                                              
qquuiicckkeerr  ttoo  wwoorrkk  aarroouunndd  aa  nneeww  bboossss  tthhaann  ttoo  eexxppllaaiinn  eevveerryytthhiinngg  iinn  ddeettaaiill..  

    YYoouu  ccaann  rreecceeiivvee  aaddddiittiioonnaall  iinnffoorrmmaattiioonn  oorr  ttrraaiinniinngg  tthhrroouugghh  tthhee  pprrooggrraammss  ooffffeerreedd  oonn  ccaammppuuss  oorr  tthhrroouugghh  tthhee  EE--LLeeaarrnniinngg  NNeettwwoorrkk    
    ooffffeerreedd  bbyy  tthhee  HHRR  DDeeppaarrttmmeenntt..    PPlleeaassee  ccaallll  ((550099))  996633--11220022  ffoorr  mmoorree  iinnffoorrmmaattiioonn  oorr  rreeffeerr  ttoo::  hhttttpp::////wwwwww..ccwwuu..eedduu//~~ttrraaiinniinngg//.. 

IImmppoorrttaanntt  UUppccoommiinngg  EEvveenntt  

OOccttoobbeerr            
HHRR  MMaaiillbbaagg  

EEaacchh  mmoonntthh  HHRR  QQuuiicckk  TTiippss  wwiillll  
ffeeaattuurree  aa  qquueessttiioonn  ffoorr  yyoouu  ttoo  
ppoonnddeerr  aanndd  aannsswweerr..  TThhee  
aapppprroopprriiaattee  aannsswweerr  wwiillll  bbee  
ppuubblliisshheedd  iinn  tthhee  ffoolllloowwiinngg  iissssuuee..  

  
QQUUEESSTTIIOONN::  AAnn  eemmppllooyyeeee  iinn  
mmyy  sseeccttiioonn  iiss  aa  ggoooodd  wwoorrkkeerr  
bbuutt  ccoonnttiinnuuaallllyy  aavvooiiddss  
ooppppoorrttuunniittiieess  ttoo  ttaakkee  oonn  
mmoorree  rreessppoonnssiibbiilliittiieess..  SShhee  
hhaass  tthhee  ppootteennttiiaall  ttoo  ddoo  mmoorree,,  
bbuutt  sshhee  llaacckkss  ccoonnffiiddeennccee  iinn  
hheerr  aabbiilliittyy  aanndd  ffaalltteerrss  uunnddeerr  
pprreessssuurree..    CCaann  aannyytthhiinngg  bbee  
ddoonnee  ttoo  oovveerrccoommee  tthhiiss??  

FFlluu  sshhoottss  aanndd  SSuupppplleemmeennttaall  RReettiirreemmeenntt                              
AAccccoouunntt  vveennddoorrss  wwiillll  aallssoo  bbee  aavvaaiillaabbllee  ** ** 


