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Addressing ‘Un-engaged’ 
Employees 

n spite of current economic conditions, 
there are still employees in the 
workforce these days that are not 

“actively engaged” at their company. In 
other words, they don’t display passion or 
enthusiasm about their job, and as a result, 
their production (as well as their overall 
contribution to the company) suffers. At 
times like these, the last thing that 
companies need is lost productivity. 
While some companies may have already 
laid-off many of their under-performing or 
“un-engaged” employees, some might 
remain. This could be for a number of different 
reasons, and perhaps a combination thereof. Some of 
these reasons are listed below: 

• The employee was highly productive in the 
past. 

• The employee was responsible for the 
creation of a product and/or service that 
brought the company considerable revenue. 

• The employee has been with the company 
for a long time. 

• The employee is on a team integral to the 
creation of future revenue. 

Continued on page two – Employees 
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Top 12 Qualities of True 
Business Professionals 
rofessionalism is a word embraced by 
many, but in all honesty demonstrated 
by far fewer individuals. Its Latin's 

origins come from the word profess which 
means, "to avow before." So the question 
is who are these individuals that believe 
themselves to be true professionals 
avowing before? Possibly the answer may 
be found within the word professional. 

1. P = Positively proactive. 
Professionals demonstrate behaviors that 
are positive, proactive instead of negative, 
and reactive. 

2. R = Respect. Through this ethic and value of 
respect, professionals are known and trusted within 
and without their respective organizations. 

3. O = Opportunities to help others. Those who 
avow before understand they have a responsibility to 
help others whether it is to grow self-leadership 
skills or provide some expert advice. 

4. F = Follow-up. No one likes to wait for un-
returned phone calls or emails. Professionals make it 
a habit to follow-up on everything and accept 
responsibility when they fail to engage in that 
behavior.  

5. E = Empathy. Professionals know how to be 
empathetic. This characteristic is a one of the signs 
of high emotional intelligence and a predictor for 
leadership success. 

6. S = Self-confident. When individuals are self 
confident, they do not have to put others down at 
their own expense. These individuals have a high 
sense of balanced self-esteem and role awareness. 

Continued on page two – Professional 
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Continued from page one – Employees 
Regardless of the reason or reasons that the person is 
still with the company, their engagement (i.e., 
production) is important.  
As a result, the fact that they are un-engaged is a 
reason for concern and should be addressed as soon 
as possible. After all, if the company is depending 
upon this individual for future success, they should 
be re-engaged in an expedient fashion. 
The following are suggestions for doing just that, 
and they all involve sitting down with the employee 
and speaking with them on a one-on-one basis: 

1. Inquire—Ask them if there’s something 
they need in order to do their job better, 
whether more efficiently or more effectively. 
Give them the benefit of the doubt; if they do 
indicate there’s something they need, offer to 
provide it. 

2. Advise—Suggest additional training to the 
employee, especially in those areas in which 
they appear to be lagging or those that would 
benefit the company the most. 

3. Challenge—Spell out, in no uncertain terms, 
that the employee is being counted upon, 
especially in these daunting times, to help 
the company not only survive, but also 
thrive. 

The ultimate goal, of course, is to help the employee 
reach their previous high levels of performance and 
productivity. That’s why communication is so vital 
to the entire process. Miscommunication is at the 
heart of many, if not most, problems in the 
workplace. Ensuring that no miscommunication 
exists is the first step toward “re-engaging” the 
employee. 
The next step is the setting of clear expectations for 
the person. They must know what is expected of 
them, and they must express their understanding of 
these expectations to you. By taking the steps above, 
you’re both communicating with the employee and 
setting clear expectations for their future 
performance, increasing the chances that you’ll be 
able to re-engage them and enhance their 
contributions to the company. 
If you have any questions about this article, or about 
how we can help you with your current performance, 
leadership, strategic, or hiring needs, send an email to 
pcasey@arlingtonresources.com. 
Copyright protected, Sorrell Associates, LLC all rights 
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Continued from page one – Professional 
7. S = Sustainable. Professionals are truly 
sustainable in that they can continue forward when 
times become difficult. Their ethics and beliefs keep 
them focused. 

8. I = Integrity. Integrity is putting your values into 
action; doing the right thing when no one else is 
looking without personal gain or benefit; and 
accepting a potential 
personal cost. 

9. O = Optimize all 
interactions. This is 
critical because 
professionals do not 
negate the value of people. They look to see how 
one interaction can benefit someone else even before 
himself or herself. 

10. N = Nimble. Being flexible and open to change 
allows these individuals to be quick on their feet and 
nimble to the opportunities that they encounter on a 
daily basis. 

11. A = Awareness. Having a high level of 
awareness of themselves, the marketplace, the 
community and even the world helps these 
individuals continually stay on top of things. 

12. L = Leadership. Last, but not least, 
professionals demonstrate exceptional leadership 
skills and even more importantly self-leadership 
skill. For if you cannot lead yourself, you cannot 
lead others. 

Leadership Coaching Tip: Take a few moments to 
revisit this list and determine if there are any areas to 
be further developed. Remember the origins of the 
word professional – to avow before and are your 
actions in alignment with your beliefs? 
Adapted with permission. Author: Leanne Hoagland-Smith, 
Advanced Systems.  

 
 
 
 
 

Indeed is a search engine for jobs – with a radically 
different approach to job search. In one simple search, 
Indeed gives job seekers free access to millions of 
employment opportunities from thousands of websites. 
Indeed.com includes all the job listings from major job 
boards, newspapers, associations and company 
career pages. 
Check it out at www.indeed.com

http://www.indeed.com/


 

Investing Your Time 
ne of the greatest lessons in time management can be learned when 
you realize the difference between “spending time” and “investing 
time”. The dictionary defines “spend” as: to use up, exhaust, 

consume. If you spend, you have no return. “Invest,” on the other hand, 
is defined as: to spend with the 
expectation of some satisfaction, of 
obtaining an income or profit.  
Contrary to many other areas, with 
time, many people spend far more than 
they invest. Most of us talk about 
wasting time, but spend inordinate 
amounts in frivolous activities that do little or nothing to propel us 
towards our life achievement. For some reason, we don’t have the same 
attitude about time as we do with money, electricity, food, even 
something as insignificant as paper clips. Most of us are trained not to 
waste paper, to turn off the lights so that we don’t waste electricity, both 
at work and at home. Yet we continue to treat our time ... precious 
moments of our lives, that once spent, can never be retrieved ... as if we 
had an inexhaustible supply. 
We have a funny relationship with time. We have a funny relationship 
with money. It's strange how we link the two of them. There is a saying 
that we hear all the time: "time is money". Time isn’t money. In case you 
think that time is money, let me be the first to tell you that time is not 
money: time is time and money is money. They are very different. The 
problem is that we confuse them. The problem is also that we have a 
relationship with time and a relationship with money, and in many cases, 
they are backwards. If we saw some one with a stack of bills, throwing 
them down a sewer, we would believe he was crazy. Why? Because 
money is valuable, not that easy to come by, and you don't want to waste 
it. If you were to lose all of your money, all of your wealth was lost, you 
would be very upset, but tomorrow you could begin amassing it again.  
Money has this property of being infinite and plentiful.  
You cannot compute how many trillions and trillions are out there. It 
adds interest while you count. For all practical purposes, it is limitless. 
For all intents, it is infinite. 

Continued on page four – Investing Your Time 
 

“Time is free, but it's priceless. You can't own it, but you can use it. You 
can't keep it, but you can spend it. Once you've lost it 

you can never get it back.” 
 ~ Harvey Mackey 

 

CChheecckklliisstt  PPrroo  SSooffttwwaarree  
ChecklistPro is a simple ‘to-do’ program that lets you track all the important things 
you need to get done in your life. If you've ever found yourself forgetting what you 
need to do next, you'll love ChecklistPro. It’s safe, simple and easy-to-use! You 
will be up-and-running before you know it. 

CLICK HERE
or copy and paste the link below into your web browser 

http://newsletterville.com/software/checklistpro/index.html

Roadblocks to Success 
Here are some career mind-barriers 
found especially among new entrants 
to the workforce, from News From 
Kaplan, a fact sheet published by 
Simon & Schuster.  

‚‚  Waiting to be discovered. Instead 
of making contacts, such people 
think they will be magically 
rewarded with fame and riches.   

‚‚  Impostor belief. Some people feel 
they’re not really qualified to do 
the kind of work their employers 
want them to do. They’re afraid of 
being exposed as incompetent.   

‚‚  I shouldn’t get paid for what I do: 
It’s easy for me. This belief 
usually crops up among people 
who are talented and love their 
work.   

‚‚  Fear of failure. New workforce 
entrants often fear they won’t be 
hired or will end up penniless.   

‚‚  Fear of success. Some people 
are afraid of doing well because 
they can’t imagine being 
recognized as an expert in their 
fields. They may even think that 
fame and fortune will hurt them in 
some way. They may think that 
family and friends will like them 
better if they stay “small.”  

© Copyright 2009 (ASTD) 
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Continued from page two – Investing Your Time 

Now let’s take a look at time. It’s very different. I suggest that time is very limited, very finite. The average life 
span is 74; let’s give you 90. You can figure out how much time you have left. Take 90 and subtract your current 
age. Multiply that by 365; that's how many days. Multiply that by 24, which gives you the hours. Multiply that by 
60, which gives you the minutes. Multiply that by 60 and that gives you the seconds. The number you have left is 
getting smaller with each passing second. It is finite. That number will come to zero, no matter how rich, 
powerful or famous you are.  

Most people I know treat money with enormous respect. They budget, they read magazines, 
go to seminars, whatever. But … time? Did you ever hear someone say that he killed a 
couple of hours at the airport? …That’s worse than throwing money in the sewer! To kill 
time makes no sense! It's backwards! If, when you were born, you were given 5 million 
dollars. And that would be your allotment for this lifetime. You can't get any more. You 
would budget and carefully allot the money because that's all you could get. Time is that: you 
have a certain limited amount. It's time to start budgeting, to begin to use it wisely. Once it 
runs out, that's it! 

If you are not where you want to be, or who you want to be, make different choices. You have the power to 
choose where you live, with whom you live, and how you live. You have the power to choose where you work, 
what you do, and the quality of your work. You choose your level of success or failure. You choose to spend or 
invest your time.  

Copyright protected. All rights reserved. Arnold Rintzler, AWR Business Concepts.   
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Enjoy your issue of ‘Administrative Solutions’ 
Visit Our Web Site at: www.ARIAdmin.com
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