
Guidelines for supervisors 

 

 Indicative 
frequency 

The supervisor is responsible for 

Our Clients   

What engagements or projects are 
your staff working on? 

Daily • You are aware of all Clients' in your team portfolio; 

• Daily you speak to each of your staff as to how to advance the 
engagements, helping them solve problems, offering solutions; 

• You ensure timely deliverables to Clients' by your staff; 

• Use control spread sheets to monitor staff engagements deadlines and 
deliverables; 

• Ensure weekly detailed engagement status updates are timely supplied to 
Clients’ 

Staff meetings weekly Meet your staff once a week in the boardroom, away from your desks. Discuss 
engagements and projects 

Client communication Daily Attend all Client phone calls with your staff 

Remind your staff to send holding mails to Clients'  

Review your staff emails to ensure quality deliverables 

For every Client, I need the following  Detailed project plan (click link)   

Business plan 

Complete due diligence  

Ensure Client on renewal database 

Ensure Client information accessible and complete in sharedfolder 

Ensure cai sign off the file  

Client photo on our website, testimonial and/ client references 
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Expenses approval   

Engagement expenses 

 

 1. Supplier payments not exceeding US$250; 

 

2. Other third party expenses (notarization, legalization, translation, courier, 
ACRA fees etc., no cap); 

 

3. The first 50% of the engagement bonus payable to staff immediately after 
a sale is closed as per this webpage (FAQ 3); 

 

Important note re bonus: When a refund is granted to a Client, Healy 
Consultants reserves the right to claim back some or all of the bonus previously 
paid to the Employee for the same engagement. 

 

Other expenses 

 

 A total of US$500 per task, including: 

4. Recruitment expenses; 
5. business conferences, seminar; 
6. Other office expenses such as stationary, IT equipment, monthly utility and 

telephone bills etc. 

http://www.healyconsultants.com/index-important-links/employee-remuneration/
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Quality control activities   

Review sales emails prepared by your 
junior staff 

Daily  • Encourage your staff to stick to templates. Ensure invoice notes are correct; 

• Pay particular attention to answers to Clients' questions 

• While all sales emails should be reviewed, it is necessary to give priority 
and more attention to complex emails and those sent by recently hired staff. 

• A good strategy here is to request your preferred junior staff member to 
complete a preliminary review of others sales emails; 

• Encourage your staff to insert multiple linx to our business web site  

Review weekly updates to Clients'  Weekly Ensure the weekly detailed engagement status update follows HC quality 
standards, see “high quality” templates available under the shared folder and 
bcc’ed to staff. 

Review important/potentially 
controversial emails going out to 
Clients 

Whenever 
needed 

Some emails sent to Clients don’t need to be reviewed, some do. Junior staff 
do not always know how to make the difference between both. Important to 
teach them so as to enable supervisor to focus on the right ones. 

Review Clients deliverables Whenever 
needed 

The team head is responsible for ensuring each of his staff members supply 
Clients' with timely quality deliverables. Ensure that the deliverables follow HC 
quality standards, see “high quality” templates available under the shared folder 
and emailed by Aidan. 

Assigning priorities Daily Priorities in the company should be i) deliverables to Clients and Aidan ii) 
then deliverables to the manager iii) then deliverables to other departments 
iv) then the rest of the workload. The role of the team head is to guide staff to 
focus on priorities 

Keeping Clients' happy daily When a conflict arises with a Client, the team head should intervene before the 
situation is out of control discuss solutions with the Clients and include Aidan 
in the loop if needed. 

http://www.healyconsultants.com/deliverables-to-our-clients/
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Training activities   

Solutions Daily Encourage your staff to focus on solutions, not problems; 

Remind your staff that everything is possible, we just got to find a way. Never 
give up 

Knowledge sharing Weekly Ensure your staff are aware of the location of templates in the shared folder; 

Ensure your staff are familiar with the web pages in the “important linx” 
section of our website; 

Bcc your staff in all emails to your Clients', so they can learn from you; 

Involve your team in phone calls of client sales and client meetings, where 
possible, so they learn (especially new joiners) 

A weekly meeting with your staff will be a great help 

Regular feedback on commonly found 
mistakes/inaccuracies 

Whenever 
needed Detailed guidelines should be given to your staff and a brief conversation is 

often very helpful. One liners emails should be used only to state the obvious 

 
Regular feedback on way to improve 
the quality of deliverables and 
productivity 

Whenever 
needed 

Give positive feedback Whenever 
needed 

Positive feedback on what is done well is important both for the training of the 
supervisee and his well-being. 

Give opportunity for staff to work on the 
unknown 

Regularly Nobody starts at Healy Consultants with an in-depth knowledge on how to form 
a company in 180 countries. Staff gain experience and knowledge by venturing 
in the unknown. 

The role of the supervisor is to indicate i) the sources of information available 
and ii) the steps to ensure only reliable information is given to the Clients. 
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Six months appraisals June and 
December 

Prepare the appraisal, attend it and give post appraisal feedback to staff, Aidan 
and Aileen; 

You decide if your staff salary stay the same or increase 

Middle management activities   

Keep Aidan informed At least 
weekly 

Keep Aidan informed of the timely completion of the work. This can be done 
through a weekly report and by meeting Aidan in his office whenever required.  

Any difficulties to timely complete a task should be notified in advance, along 
with suggested strategies to solve the problem (for instance allocate to more 
staff, set different priorities…) 

   

Give ideas about how to improve the 
company’s procedures and strategies. 

Monthly 
meetings 

Team Managers are expected to give feedback as to how to improve Healy 
Consultants procedures and processes. Our goal is to be the best in the world 
at what we do. So no standard is high enough 

Ensuring happiness at the work place Weekly  Happiness is important to retain employees and make sure we stay the best at 
project-management. This requires supervisors to pay attention to the well-
being of their staff, and discussing with them to ensure they are happy about 
their role and daily tasks. 

 


