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Editorial
Rewards, compensation and incentives
Have you ever been in a situation where your efforts have not
been appreciated? How about being patted on the back by
someone who wished to say, “That’s a good job done’’? Well, in
one way or the other, we have all felt both appreciated and
unappreciated before. Almost all of us have been an
employee before and we all find it rewarding when we get
recognized for our efforts to achieve set targets.
There are several ways of showing appreciation to employees
and you will find in this edition that we have put together
educative and thought provoking articles to give you new
ideas on how to start rewarding good performance and how
to freshen up your old ways of doing just that. Make sure you
read our theme story, “The Power of Positive Employee
Recognition,” and get some insights into effective ways of
recognizing and rewarding your cherished employees.
Our usual melange of exciting columns has been included to
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keep you up to speed on your health, finances and
employment relations. We also have a special cover story on
‘When HR Meets Marketing,’ written by our award-winning
Chief Executive and Head of Marketing to throw light on a
dynamic way of marketing professional HR services to
clients.
As we end the year, The L’AINE team wishes to say a big thank
you to everyone who has helped the company to grow; our
staff, our business partners and the growing community
who follow us online. This message is to inform you that we
are truly grateful for your continued interest in our
organization and your willingness to contribute towards its
success.
We wish you a very Merry Christmas and a fulfilling New
Year. Enjoy!
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News

UT Boss Advises
Other CEOs
U

T Bank’s CEO, Mr. Prince Kofi
Amoabeng and his company were on
20th October 2012, adjudged the Most
Respected CEO and Most Respected
Company respectively, for 2012 at the
Banquet Hall, State House in Accra.
This is the third time that Mr. Amoabeng has
won the prestigious title and the second for
UT Bank.
The awards, under the theme: “Growing the
Leadership and Talent Pipeline,” was jointly
organized by PricewaterhouseCoopers
(PwC) and Business and Financial Times to
reward excellence in corporate Ghana.

Kasapreko, Patrick Awuah - Ashesi
University, Joseph Agyepong Zoomlion,
Kwesi Twum –
Multimedia, Dzigbordi Dosso - Allure
Africa, Ken Ofori Atta – Databank,
Edward Effah - Fidelity Bank and
Michael Ikpoki – MTN, following in
that order.

Global Handwashing
Day Observed

Speaking to HR Focus magazine, Mr.
Amoabeng said, “We feel humbled that we
appeal to our peers and they find us special.”

rand Manager, Personal WashPZ Cussons, Mr. Eben
Akyeampong, joined over two
million people worldwide to
celebrate this year’s Global Hand
Washing Day, which fell on October

He expressed that the awards motivate and
galvanize him and his company to give off
their very best. He said winning the award
for the third time gives the company a
competitive edge because customers would
want to associate with a company that is
respected and stakeholders would want to
invest more.

15, 2012 at the Tema Parents
Association Schools.

Mr. Amoabeng advised CEOs to be mindful
of the Ghanaian culture and subordinate
themselves to the company so that every
employee is in line with the company’s
vision. “Even if you are the owner of a
company, the profit of the company is not for
you but for everybody,” he reiterated. He
added that “the profit of a company is to
ensure that there is growth and
sustainability.”
The Most Respected CEO and company
awards were based on a survey where CEOs
were requested to choose the companies
and CEOs they most respected and assign
reasons for their choices.
Other CEOs who were awarded were Roland
Agambire – RLG, Martyn Mensah –

B

Global Hand Washing Day, which is
celebrated every year, observed its
fifth celebration in Ghana, under
the theme; “5 Years of Global Hand
Washing Day Celebrations: Help
more children reach their 5th
birthday.”
The day, which was marked and
celebrated in Sunyani, was
observed in Accra and headlined
by PZ Cussons, manufacturers of
Carex products. Carex has been
supporting the Global Hand
Washing Day for two years running.
This year, the company educated
children on sanitation, how to wash
their hands thoroughly and also
preached the message of carrying a
sanitizer everywhere they go.
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Speaking to the HR Focus Magazine, Mr.
Akyeampong said “the initiative was to
create awareness and educate people,
especially children on the importance of
washing one’s hands while playing and
learning.”
He denied allegations that their initiative to
help promote hand washing among children
was to increase their sales, adding that for
Carex, their main objective is to reach a lot of
children with the message on the essence of
hand washing.

Mr. Akyeampong further reiterated that
hand sanitizers are convenient and could
be used in instances where one is unable to
wash their hands after using the lavatory.
Close to 200 pupils benefited from this
exercise and awards were presented to
winners of an essay writing competition,
which was organised by PZ Cussons.
Global Hand Washing Day is observed on
October 15 each year and celebrated in
over 100 countries with over two million
people across the world observing the day
by promoting personal hygiene habits.

L'AINE Services Strenghtens
Ties with Virgin Atlantic
October, 2012

C

hief Executive of L’AINE Services
Limited, Mrs. Ellen Hagan, on 4th
October 2012, presented gifts on behalf of
the company to Virgin Atlantic. Mrs. Tosan
Woode, Head of Sales and Marketing for
Virgin Atlantic, received this on behalf of the
company.
The presentation was in appreciation of the
kind gesture by the airline company when
Mrs. Hagan had to pick up the Business
Initiative Direction (BID) International Gold
Star for Quality award in Geneva, Switzerland
on 30th September, 2012.

Virgin Atlantic, one of the leading airline
companies in Ghana, sponsored the trip by
giving two return tickets to L’AINE, in
recognition of L’AINE’s successes.
The coveted BID award was conferred on
L’AINE during the BID International Star for
Quality convention in Geneva, Switzerland,
where awards were presented to companies
from 58 countries around the world.

In an interview with Ms. Andrea M.
Giaccaglia, Marketing and PR Executive of
Virgin Atlantic, she said “we are very
privileged and honoured to have her come
back with such a prestigious award. We are
happy to be affiliated with L’AINE Services in
this regard and hope to work with them in
the future.”
On her part, Mrs. Ellen Hagan said she was
touched by the gesture and believes this is
the beginning of strong ties between the
two companies. She also commended the
staff of Virgin Atlantic for their great

services.
At the presentation were Mrs. Ellen Hagan,
Mr. Gilbert Hagan, Mr. Kofy Mensah, Mrs.
Tosan Woode, Andrea Giaccaglia and Olivia
Donkor.

Fiesta Royale is 9 years
Old
November, 2012

iesta Royale Hotel - a leading four star
hotel in Accra Ghana and a member of
the Sterling Group of Hotels celebrated
its ninth year of operation on November 5,
2012.

F

The theme for the day was “Celebrating
Staff.” The General Manager, Mr. Neville Paul,
in his welcome address, thanked and
recognized all employees who individually
and collectively contribute to the
achievement of strategic objectives of the
organization. He further added that the
company identifies and understands the
needs of its employees and ensures
employees perceive their jobs as part of
their personal lives.
Activities for the day included an
interdepartmental quiz, charades, dancing
competition, etc. A range of culinary
delights were also made available.
Additionally, long service and best
employees of the month awards, in the
form of certificate and cash prizes, were
presented to deserving employees. The
event was climaxed with the cutting of an
anniversary cake and popping of
champagne.
In her closing remarks, the Human Resource
Manager, Ms. Emelia Narh, also thanked the
staff for their various contributions towards
the success of the hotel. She seized the
opportunity and reminded all that,
competition today has become extremely
complex and intricate and employees have
a major role to play. As management’s
objective is to achieve success through its
employees – the most important asset of
the company; management is involved in a
number of human resource strategies –
learning and development, health and
safety, staff welfare, training and
development and improved employee
relations in motivating its staff. She pleaded
with all to keep up the good work and strive
for excellence.
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THE SAGE VIP

HR FORUM

BROUGHT TO YOU BY HR FOCUS MAGAZINE
n the 7th of September, 2012, HR Focus,
first and only human resource
magazine in Ghana, once again claimed its
status as a trendsetter by organizing the first
ever HR Forum in the country. Dubbed the
‘SAGE VIP HR Forum,’ with the theme,
‘Strategic HR; the Key to Achieving
Competitive Advantage,’ the forum aimed at
bringing human resource practitioners from
all over the country

advantage in the competitive business
environment.”

together to discuss the challenges, the
rewards and the way forward for their
beloved profession.

they are not able to keep them happy. The
top talents get frustrated because of the
bad HR structure which exists in some
organizations. She also said that top talent
will leave the organization if their good
work isn't being recognized because they
cannot bear to fail.

O the

In his presentation, the first speaker, Mr.
Gerthard Hartman, Business Manager, SAGE
VIP of South Africa, explained the impact of
HR software on HR strategy. He stated
emphatically that employees, as part of every
organizations biggest asset, must be made
top priority. He said that staff costs must be
properly managed to prevent them from
eating into their bottom line. He added,
“Organizations need to manage their salary
expenses and make sure employees perform
at their maximum in order to give them an

Also at the forum was Ms. Fafali Dzobo, HR
Manager of Airtel Ghana, who spoke about
the different ways of attracting and
retaining top talents in today’s competitive
Ghanaian market. She stated that there are
challenges involved when companies want
to get top talents but once they get them,

Mr. Benjamin Dabrah, Managing Director of
Barclays Bank Ghana was the final speaker
at the forum. During his presentation, he
spoke about building the capacity of an
organization
through
performance
management. He stated that some human
resource personnel are generally more
fascinated with degrees and training

certificates as opposed to skills, adding
that this mindset must be changed. He also
reiterated that no system can fully manage
performance management because it is a
relationship and an ongoing conversation.
He concluded by saying that what gets
measured, gets done.
After his presentation, there was an
interactive session of questions and

answers where invited guests shared their
varying views on questions asked.
Moderating this event was Mrs. Ellen Hagan,
Chief Executive of L’AINE Services Ltd.
Among companies that were present at the
event are; Vodafone Ghana, Barclays Bank,
Cal Bank, Eaton Towers, DHL, Unilever, La
Palm, Fiesta Royale Robert & Sons Ltd and
Allied Oil. There was a large turnout, which in
part, contributed to the overall success of
the forum.
HR Focus hopes to hold this event again in
2013; a bigger, better event!
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Article

Why You Need a Good
Corporate Culture:
AN OPEN LETTER
TO EMPLOYEES

by Sigismund Dzeble

ear employee,
If you were to give answers to the
following questions, what would you say?

D

How do you feel about working for
your organization?
How will you describe the way the
organization treats you as an
employee?
What will make you leave the
organization?
What are the organization’s values
and what do they mean?
What specific behaviours are aligned
to the organization’s values?
What is rewarded in the organization?
Will you be comfortable sharing your
answers (or thoughts) with your boss or
any senior person in your organization?
If some of the answers are negative (or you
do not know the answers) and you cannot
have an open discussion about your
concerns with a senior person within the
organization, you are probably disengaged,
and disengaged employees are not
productive.
You probably work with an organization
that touts the fact that ‘employees are their
greatest asset’. However, on a daily basis,
the behaviour you observe from those who
should know better is totally inconsistent
with this. For example:
You have a great idea on how certain
ways of working or services could be
improved, but the last time someone
within the organization brought up a
bright idea, he was told it was not his
his job to come up with ideas. And
yet ‘innovation’ is one of the company
values or
Whilst the company says ‘customer
satisfaction’ is important, you very

often see your managers grumble
anytime they have to attend to
customer requests, and they never return
customer calls or
Your company values ‘respect’, yet
employees are treated differently
depending on how senior they are or
Anytime you try to be ‘proactive’, you are
denigrated as being ‘all knowing’ or
The only people recognised and
rewarded are those who achieve results
through individual effort, yet ‘teamwork’
is supposed to be encouraged.
It is therefore not surprising that you have
very little emotional connection with the
work you do and the organization you work
for.
You recap the interview and how you got
recruited into the organization. You
recollect that no questions were asked
about how you fit into the organizational
culture, or whether or not you were aligned
to their values. The focus was solely on
technical competencies and previous
experience.
You then remember your first week at work.
There was no formal induction. You were
literally on your own and had to find things
out for yourself. No one shared the
company’s mission, vision, goals, strategy
and vision; yet, you are expected to
contribute to the success of the business. A
lot of what you learnt was from informal
interactions with peers in the organization.
As a result, for a very long time, you had no
idea what the performance expectations
were and how they would be measured.
Very often, you have to close from work late;
not necessarily because there is a lot of
work to do, but more because it is perceived
that those who stay longer are the hard
working ones. This you find very amusing

because most of the time, those who stay on
do virtually no work. Many are undertaking
private courses and use this time to study,
whilst others just ‘kill time’.
So here you are, musing over your current
situation, wondering how come your once
exciting career has become dull and why it
takes so much effort to get out of bed, go to
the office and work with passion to exceed
expectations.
The answer is simple. It has nothing to do
with your capabilities, but everything to do
with the culture of the organization you work
for. The way the organization works, the
relationship it has with its employees and
customers, its values and environment has
affected you and the way you work. Trying to
make a difference is like swimming against
the tide, and sooner than later, you give up.
Dear employee, like many things in life, you
have a choice; you can either stay or go.
By the way, the next time you are job hunting,
spend as much time researching the
company’s culture as you would spend
researching the company’s product and
profitability. Where possible, go beyond the
company’s website. The bottom line is that,
you are unlikely to be successful working in
an organization whose values do not align
with yours, and sooner or later you will be
disengaged.
I strongly urge you to share
this with your HR Manager
and ask him or her
whether he or she is
confident that all the high
performing employees do
not feel the same way you
do.
I wish you well.
Sigismund Dzeble
HR Manager
PZ Cussons
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REWARDING EMPLOYEES;

WHY MONEY MAY NOT ALWAYS

BE THE BEST WAY

by Kojo Hazel

oday’s corporate world is stressed by
an unbridled competition for profits
and recognition. In the process,
organizations have become so engrossed in
this stressful struggle for space that they are
losing focus on the strategic management
of their human resources.

T

by Kojo Hazel

recognizing employees’ potential and giving
them the resources, responsibility and
authority to get things done their way.
Empowerment can release tremendous
amounts of employee energies and may
contribute immensely in lowering undue
demands for monetary rewards.The point
needs to be made that drawbacks to
productivity cannot always be laid at the
doorsteps of labour unions;management
may ultimately have to be blamed.

One essential pillar in HR management is
the platform of motivation and over the
years, the quintessential debate rages on as
to whether money is really a motivator for
the employee.
Arguments for and against this are
manifestly poles apart and deeply
entrenched. Those who argue in support of
money as a motivator posit that where
employees’ basic physiological conditions
have not been addressed, monetary reward
assumes a superior role as a motivator.
Indeed, organizational cultural practices
largely support the money syndrome. In a
typical
service-organization,
the
management offered free-weekend room
accommodation to the best employee of
the month. Not long after implementation,
the employees intimated that they
preferred the reward converted into
physical cash.
The other side of the coin sees so much
strength in the non-monetary reward
systems; convinced that these approaches
offer employees a long term satisfaction in
terms of skills/competency enrichment,
creativity and career development.
Building human capacity through the
development of non-monetary reward
schemes is a formidable challenge that
confronts HR and line managers alike.
Examples of some non-monetary reward
schemes are discussed below.
Building Morale
Managers who spend time and effort
building morale at the workplace end up
giving a life-long gift to their subordinates:
They will possess and own it everywhere
they go. Today’s employees are looking for

more than a monthly cheque therefore,
persons in high managerial positions must
learn to connect with their subordinates.
Effective and frequent connection with
subordinates can inure positively to the
organization in the following ways:
Subordinates feel free to speak up.
Employees are convinced that they
will receive timely information
concerned with their respective work
stations and the company in general.
Commitment and loyalty can be the
beneficial outcomes of connecting
well with colleagues and subordinates
at the workplace.
When management connect well
with their employees, they get
to understand and appreciate the
needs of employees.
It promotes mutual understanding
between employees and management
and ensures the attainment of
corporate goals and profits.
Empowerment
Empowerment is

nothing

less

than

Empowering staff can lead to the building of
formidable functional teams at the
workplace and it is the responsibility of line
managers to use appropriate profiling
techniques to develop teams at workplaces.
Case-studies into some hotels in Accra reveal
that work place teams have contributed
highly in guests’ retention and revenue
maximization.
Other organizations have developed
multi-skills programmes where employees
are guided and trained over a period of time
to acquire additional skills other than the
skills they first entered the organizations
with. Such employees serve as rapid
skills-deployment agents who are used to
support other areas of the organization
when service demands increase. Through
this mode of empowerment, companies can
use less staff to accomplish multi-service
objectives at less cost.
Conclusion
It is the contention of the writer that the
contributions made will take the debate to
more qualitative levels and also serve as a
basis for further insights into the subject.
Also, it is envisaged that the issues raised will
tickle industry practitioners into looking into
the objective conditions prevailing at the
various work places and
design and implement
deserving schemes that
will meet the aspirations
of the organization and its
staff.
HR Manager
Alisa Hotels

Kojo Hazel
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THE POWER OF POSITIVE

EMPLOYEE

RECOGNITION
by Nanama Acheampong

m

any adults teach their children to say
“thank you” at a very young age, and
why not? It is a polite thing to say to
someone who has done something nice for
you, given you something, or paid you a
compliment, among other things. And let
us not forget that it is free.
Recognition is simply acknowledgement or
praise of a person for his or her actions,
contributions, job well done, etc. We all
possess the need to feel a sense of
accomplishment and pride. Employee
recognition is a common tool that rewards
great outcomes from your staff and in a
world where the satisfaction of your
employees directly translates to the
satisfaction of your customers, employers

need to realize its importance and pay a
great deal of attention to it. Although
recognition during the holidays can be
meaningful, it is not enough to give out
gifts at the end of the year hoping to sum
things up. Employee recognition should be
a year-round activity in order for it to be
effective.
The Gallup Organization, one of the world’s
leading
performance
management
consulting firms, recently surveyed more
than 4 million employees worldwide
regarding the importance of being
recognized. Their latest analysis, which
includes more than 10, 000 business units
and more than 30 industries, has found that
individuals
who
receive
regular

acknowledgement and praise
Increase their individual productivity
Teamwork between employees
is enhanced
Better relate with customers and
most importantly
Are more likely to stay with
the organization in which they work
Lower negative effects such as
stress and absenteeism
Better safety records and fewer
accidents on the job
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In short, recognition has a psychological
impact on performance.
Recognition Professionals International
(RPI), a professional association in America,
whose sole purpose is to establish
innovative recognition mechanisms to
improve the performance in workplaces,
believes that employee recognition is
critically important and that the lack of it is
the number one reason why people leave
an organization. Their studies have shown
that 79% of people say that beyond their
workload and pay, not feeling valued is a
good reason to quit their jobs.
Recognizing your employees does not have
to be expensive; a day off for good
attendance or a simple “thank you” or “great
work!” could do wonders for your
employees’ self-confidence. However, in
order to make the most impact when
showing recognition, there are a few things
to note;
It must be timely; when you see it,
recognize it

with feedback on why their work was not
good enough is essential but the trick to
keeping them happy is to balance it out. It
will not do to just focus on the negative,
recognize the positive things and
commend them. Managers need to do
away with the, “why should I thank him?
He’s only doing his job” attitude and realize
that by holding out on recognition, they
could lose most of their employees,
especially their high performers.
Two of the most important psychological
needs of human beings, according to
Maslow’s hierarchy of needs, are the need to
be appreciated and the need to “belong.” In
order to satisfy these needs, employers,
apart from cultivating the habit of
recognizing their employees, need to
encourage peer-to-peer recognition. A
recent study has even suggested that
individuals appreciate it more when their
peers recognize their efforts because they
know their daily activities and a “thank you”
from them gives a great impact.

It must be sincere and come from
someone who the employee respects

Human beings are naturally susceptible to
touch. When we feel loved or appreciated,
our bodies create Oxytocin, which is better
known as the “love hormone.”

The specific reason for the recognition
must be communicated; be clear
about what is being praised. It is
important to establish a criteria for
what performances or contributions
constitute a reward/ recognition.

Recent research shows that people who
work under the influence of Oxytocin
perform better and are more trustworthy at
work. Simple things like giving someone a
hug or shaking their hand can create this
hormone and thus, better productivity.

It must be meaningful and this is
where the, “one size doesn’t fit all”
saying comes in. Not everyone
appreciates the same thing so the
reward/recognition must be tailored
to the person’s preference

It is important to note that recognition does
not replace the need for feedback,
appraisals, accountability, and the setting of
goals; these performance management
tools are still needed to move the
organization forward.

It must be relevant and proportional
to the employee’s accomplishment

A little research was conducted using some
members of staff of L’AINE Services Ltd. They
were asked whether being recognized
meant anything to them. The following are
some of the things that were said;

Explain how their contribution
made you feel; pride, respect, etc.
It is also important to communicate to all
your employees that everyone is eligible for
recognition.
Many employees complain that the only
communication they have with their
managers is when there are errors in their
work and they are called in to be
reprimanded. Providing your employees

“I really appreciate it when my manager
praises me for a job well done. It makes me
want to perform at my best so that I can
always stay in his good books. I’ve noticed
that when he praises my colleagues, it
doesn’t discourage me. Rather, it motivates
me to do better. So I would definitely say
that I need recognition in order to feel
useful to my department and to my

organization.”
“My manager is great at rewarding our
efforts with money and other little gifts but
I find that I prefer it when he simply thanks
me for something I’ve done right. It is even
better when he recognizes me in front of
my colleagues because then I get praises
from them too. This has taught me to also
say “well’’ done” to others when they have
done great work. Being recognized always
makes me feel like I’m on the right path and
it encourages me to achieve more. Because
I get regular feedback from my manager, we
have established a rapport and I can go to
him with my problems and challenges on
the job. It makes communication much
easier!”
“I do my work very well and so I always
expect my supervisor to say something
positive to me. On days that he doesn’t, I
tend to second-guess myself. I often go to
him for feedback which usually turns out to
be positive. I understand that he is a busy
person but I would appreciate more
feedback from him because it makes me
feel more confident to carry out my duties.
Recognizing employees is necessary for
human resource growth and development.”
From the comments above, I am sure we are
all convinced about the importance of
employee recognition. It encourages team
work, enforces a positive working
environment, increases staff morale,
improves quality of work, drives
performance, engages employees, drives
awareness of your brand internally and
improves the self-esteem of employees. So
the next time you notice someone’s good
work, give them a pat on the back and let
them know that you think they are doing a
good job; it is good management and good
business.

PR Executive,
L’AINE Services Ltd.

Nanama B. Acheampong
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Ways to show
10 appreciation
to

Employees
by Alex Baah Inkoom

D

ifferent organizations have different
ways of appreciating their employees.
In the same way, employees share different
opinions as to what constitutes
appreciation. Some ways of showing
appreciation can be more costly and
complex than others.
I need to mention that the level and extent
to which some of these can be effectively
implemented may depend on the size of
the organization and how management
views its employees; beyond the cliché of
them being their most valuable assets.
Here we go with my top ten (10) ways to
appreciate employees:
1. Say “thank you”
Saying thank you to an employee or a team
is a very effective way of showing
appreciation. It could be said when, for
example, an employee exhibits positive
work ethics, delivers on key performance
indicators, saves cost or completes a project
on time and within budget.
Sending a personalized email to the person
with a copy to the team will be appreciated.
Some employees prefer to be appreciated
on the quiet but this should be done in the
open, either through your intranet system
or in the presence of other colleagues at
departmental or company-wide events.
2. Acknowledge/celebrate key employee
milestones
Examples of these could be birthdays,
marriages, birth ceremonies, employment
anniversaries, etc. Say congratulations in
person or via email or text. It is also
important to express your sympathy in
difficult times, such as when an employee
loses a loved one or is having medical or
emotional challenges. Provide a support

system by making use of the Human
Resource Information Systems (HRIS) to
help you gather as much information as
possible from them to help prompt you of
some of these milestones.
3. Provide feedback
Employees appreciate organizations that
have systems or procedures for providing
them with feedback on a regular basis. This
requires
that
good
performance
management systems must be in place so
that learning can be a continuous process.
However, do not be afraid to face up to the
challenge of dealing with non-performing
employees, including the fact that you may
have to manage them out of the
organization if there is no improvement
over a pre-determined time.
4. Flexible working hours
It is very important to recognize that
employees are increasingly looking for ways
to balance work with their personal/social
needs and they appreciate employers who
provide them with such opportunities.
Apart from annual leave and flexible
working hours, structured time-off
schedules are options that can be explored.
5. Make information easily accessible
Daily updates or weekly news flashes via
email or text messages can be an easy way
of implementing this. Do not wait for staff
durbars before you present to them a tall
list of information they should have known
several months before.
6. Participation in decision making
Create a work environment that empowers
employees to be able to contribute ideas
and take decisions that add to the benefit of
the organization. Employees’ involvement
in decision making makes them take
ownership
of
it,
which
makes

implementation easier. A simple way to do
this is to create online suggestion portals or
undertake periodic employee surveys .
7. Involve them in hiring efforts
One of my best sources of finding great
people to join our team is involving current
employees in our recruitment efforts. Tap
into their professional network to find great
talents. Since your employees have a good
idea of the work culture, they are more likely
to introduce people from their networks who
they know will be successful in the
organization.
8. Engage their other skills and talents
What you know of your employees is just one
aspect of who they really are. They have other
interests and organizations that make the
effort to explore these interests and passions
and create relevant community engagement
efforts from them are likely to have a
workforce that feel appreciated.
9. Get Employees to share their stories
Get an employee to teach or share his
accomplishment’s with others as a way of
recognizing the person's ability and role. By
this, you are showcasing the employee to the
rest of the team and he/she will feel
appreciated.
10. Make work fun!
Create a working environment that has high
energy, is productive but also fun to work in.
Occasional break-out sessions, nights out,
“bring your family to
work”, etc, can be a way
of appreciating your
employees.

HR Manager,
Ashesi University

Alex Baah Inkoom

We live for HR Solutions
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look
beyond the
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Rebecca, an Accountant, looks around nervously as she steals money
from the office safe
Well, she did say on her CV that she works better with little or no
supervision
At L’AINE, we look beyond the CV and make sure we meet the person
and do all the relevant checks and tests
After all, a CV can only tell so much

CV
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Does that dream job you have craved all your life remain a dream?
Are you like Felix, who dreams of being an engineer but is stuck in
a job as a tailor?
At L’AINE, we offer career guidance and job placement services to
put you on the right track
Visit www.lainejobs.com and get yourself a personal recruiter
today

We live for HR Solutions

Don’t
get stuck

in the wrong

job

HEAD OFFICE
Plot No. 18 and 19 Ocean View Estate,
Community 13 Sakumonu
(Near the Nungua Barrier)
P. O. Box GP 1198, Accra
Tel: 0302 716986/ 716983/ 717039
Fax: 0302 717038
enquiries@laineservices.com
www.laineservices.com

ADABRAKA BRANCH
Plot 38 Adama Avenue
Kojo Thompson Road, Adabraka
(Near Evangel Assemblies of God)
P. O. Box 1198, Accra
Tel: 0302 239247/ 249832/ 249833
Fax: 0302 239247
lainecircle@laineservices.com
www.hrfocusmagazine.com

KUMASI BRANCH
House No. OZRL 114 Bompata,
Behind the SIC building
P.O. Box KS 5675, Kumasi
Tel: 03220 25948/ 03220 49727
Fax: 03220 32889
laineksi@laineservices.com

TAKORADI BRANCH
House No. 10/4 Liberation Road
Timber Bar Junction
Tel: 03120 26948
Fax: 03120 26986
lainetdi@laineservices.com

www.lainefoundation.org

18

Cover Story

When HR
T

he professional HR services sector is
not only getting crowded, there are
also few differentiators in the services being
provided. L’AINE Services Limited, an HR
organization that has been around for over
18 years, stands out from her competitors.
The company has seen a lot of growth and
with it, the corresponding change in talent
and strategy, but the vision of being the
leading provider of HR solutions in Ghana
as well as across her borders has remained
the same. In L’AINE’s efforts to differentiate
herself from the throng, a full-fledged
marketing team was created to develop
brand equity and create and implement a
marketing strategy to position L’AINE for
further growth in the Ghanaian market and
beyond. Their efforts were crowned this
year when the Chief Executive of the
company, Mrs. Ellen Maama Hagan, was
adjudged the CIMG Marketing Woman of
the Year-2011 and the Head of Marketing,
Mr. Kofy Hagan received the award for the
CIMG Print Advert of the Year-2011; for the
‘Bending Over Backwards’ advert he
conceptualized and designed.
Kofy on HR
In the past, the HR function in Ghana was
seen to be what I term an ‘unnecessary
necessity’. Many organizations had some
inkling that there should be an HR function
within their framework; however, the

import of the function’s role was
obscure. HR was often relegated to
the background and only called
upon for disciplinary issues,
performance appraisals, staff
welfare and a myriad of
administrative duties that take up
most of the time. There is however, a
paradigm shift in the way HR is being
perceived in Ghana these days and I like to
think that in our own small way, we form a
part of that catalyst for change with our
continuous effort to use our publication,
the HR Focus magazine, to educate on the
importance of practicing HR as part of
strategy.
We now live in a world where money and
technology alone do not guarantee growth
and productivity. We have entered the era
of humans, where people, more than ever
before, are the driving force of business
success. The strategic role that HR must play
in an organization’s development therefore,
can
never
be
understated
and
organizations must embrace this concept in
order to attract and retain top talent,
manage their performance and develop
them to drive the success of their business.
At L’AINE, we strongly believe in this and we
provide innovative workforce solutions that
make the management of your human
capital a ‘walk in the park’ and power your

meets

Marke
business success.
Ellen on Marketing &
Operation-Brand-L’AINE
We have learnt that marketing is
presenting our business and the services
we provide in such a way as to make them
desirable to our customers. How do we
reach our customers? For 15 years, we
relied mainly on word of mouth and
repeat business and kept a low profile. We
focused on direct selling and relationship
building to grow our client base and
generate revenue. Now, we use different
means; advertising, sales promotion,
direct
selling
and
corporate
communications and collectively, that is
how marketing in L’AINE is done.
Initially, we thought branding and
marketing were one and the same. We
deliberately put a plan together to build a
brand that resonated in the minds of our
customers. We became aware that
branding is vital to the success of a
business and that it
made
loyal
c u s t o m e r s,
advocates and even
evangelists out of
those who buy. We
did not want our
L’AINE brand to
explicitly say “buy
me” but instead we
wanted it to say
“This is what I am.
This is why I exist, if
you agree and if
you like me, you
can
buy
me,
support me, and
recommend me to
your
friends.”
Especially in these
times where there
is a proliferation of

Mrs. Ellen M. Hagan
Chief Executive of L’AINE Services Limited
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eting
companies
springing up delivering HR related services,
it became even more important to let our
brand speak and pull customers to us. We
wanted the brand to be the preferred
choice, not only because we deliver the
best quality service and not only because
we are the pacesetters in this business, but
because of the lived experience of the
brand.

Cover Story

department was created to improve upon
L’AINE’s entire marketing effort. Even
though marketing had always been
practiced in L’AINE, there was no clear-cut
strategy and for a company striving for
excellence on all fronts, a well structured
marketing department was the next move
as far as further growth was concerned.

sales promotion and direct selling,
sponsorship and events, all together as a
unified force. Services marketing is never
easy and standing tall amongst our
competitors has not happened overnight.
We are proud of what we have been able
to achieve and we know that we have set
the pace in Ghana as far as the marketing
of professional HR services is concerned.

With a marketing team in
place, L’AINE set out on an
integrated
marketing
communication plan that
involved
branding
and
advertising, research and
development,
PR
and
corporate social responsibility,

When it became clear that we needed to do
more than just branding, the branding unit
was expanded to a marketing department
in order to streamline our scattered
marketing efforts. The results…? You catch
your customers’ attention and you remain
in their minds long after the branding wave
has passed. It is no wonder that after
eighteen years, we are now receiving
awards for what we have always been
doing. We thank God for how far He has
brought us and I salute our marketing team
for being consistent in delivering good
work.
Kofy on Marketing the leading HR
Company
I started my career in marketing doing sales
for L’AINE and my task was basically to take
the services to the doorsteps of the client.
Not too long after that, I was moved into
the branding unit where my role was to
develop the L’AINE brand. The objective of
developing the L’AINE brand image was to
strengthen an already established position
as the HR organization of choice for our
clients. Having that in mind, it was
important that our visual identity was
striking and memorable and this was seen
in everything from our branded pens and
folders, business cards and letterheads to
our corporate wear, office buildings and
interior décor and advertisements.
After a year of improving the company’s
visual communication, the marketing

Mr. Kofy M. Hagan
Head of Marketing of L’AINE Services Limited
(Standing beside the CIMG Print Advert of the Year-2011)
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5 Employee
DE- MOTIVATORS
by Joseph Kuukpen

of that day when all your
T hink
employees decide not to work for

you again, your most valuable assets! Most
employee de-motivators do not seep into
your corporate culture overnight and can
often be difficult to eliminate. They can
cause workers to reduce; consciously or
unconsciously, the amount of creative and
productive energy they use in their jobs.
Here are five employee de-motivators that
managers should look out for and address
in their organizations.
1. Poor communication culture:
Has
it
occurred
to
you
that
communication is probably not the best in
your organization?
Departing staff, at exit interviews with me,
had referred to this variously: Some say, “they
(referring to their managers) take us for
granted.” Others put it mildly that they get
“little or no feedback from my boss.” Yet
others, as echoed by a female departing
employee, say they didn’t “feel recognized for
all the hard work we’re doing here – we don’t
matter.” All employees need constructive
feedback and direction to know how they are
doing and they expect to be acknowledged
when they do something good or right.
Monetary rewards may never equal the
recognition which one can get in front of a
group of people. Some managers just fail to
realize that this is the cheapest and most
efficient form of keeping employees
motivated.
Patronizing people at the workplace and
criticizing others in the open is bad
communication. Condescending remarks
hurt and contribute to an atmosphere of
destructive conflict.Though some managers
think public reproach keeps everyone else
from making the same mistake—it usually
just makes everyone feel bad.
2. Too much workload:
Excessive workload is among the issues
raised by some of my departing employees.
Make no mistake; these were no lazy people.
Indeed, I had great respect for some of those

marketing staff. They simply cried out the
feeling of “being overburdened with a
disproportionate chunk of work” which
rendered them unable to perform their
duties well and timeously. I have personally
come to understand that too much work
with little time to explore your natural
abilities can kill the morale of employees.
3. Lack of clarity in work:
Are your employees struggling at work due
to lack of unclear expectations? I encounter
this complaint not so often from departing
employees as from employee ‘victims’ of
performance appraisals.
Their line
managers often did their part, and from the
HR perspective, I tried to dive deeper to
establish the root cause of the poor
performance. There were merits in some of
the cases: Hazy job profiles - no clear
KRA’s/Key Performance Indicators (KPI), no
SMART targets – were the root causes.
Another dimension of unclear expectation
case was a marketing staff who voiced his
frustration – “they ask us to bring in
customers with deposits and when we
succeed in bringing them they don’t offer
good rates; I don’t know what they want us
to do.”
4. Favoritism:
Here, I am referring to perceived unfair
practices that favour one worker over
another. Perhaps, this is what I have heard
most frequently, not only at exit interviews,
but also in the ‘stay interviews’ I conducted

informally to understand why some good
people still remained with us in the face
of the rampant poaching. Having worked
with people for so long, I discovered that
humans have a built-in “fairness metre”
that assesses things, not on their own
basis, but in relationship to others. When
we feel that we are being treated unfairly
at the workplace, we tend to lose our
drive to go out and produce.
Organizations often strive to achieve
objectivity in their talent management
approaches but some managers do a
very poor job of administering in a
manner that is really fair or perceived as
being fair.
5. Micromanaging people:
This is possibly one of the worst
de-motivators for me. Every employee
needs some space, needs to feel trusted
and valued to succeed - micromanaging
communicates the exact opposite. Some
managers just don’t let things go and
cannot trust other people at all. They will
insist on managing every aspect of a
project, and looking over your shoulder all
day. This often leads to lack of motivation
because the employee will feel as though
they are not getting enough recognition
and room to grow professionally. It is an
organization’s responsibility to keep check
on such managers and make an
environment conducive for growth.
Conclusion:
De-motivated workers are inherently less
productive and over time, will display low
morale and job satisfaction. It is necessary
to help your employees be happier doing
their jobs. Simple motivational techniques
can be employed by managers to
accomplish this: Listen
and
get
involved;
promote
teamwork;
praise and encourage;
give information freely;
show concern and extend
help whenever possible.
HR Manager
Eaton Towers

Joseph Kuukpen

21

Article

Knowledge
Management,

WHOSE RESPONSIBILIT Y
IS IT?
by Mildred Sika Tettey

“

Nunya Adidoe,
asi metune o”
(An Ewe Proverb)
(Unofficial translation: “Knowledge is like a
Baobab tree; one man's arms cannot
encompass it”)
The title of this article, “Knowledge
Management (KM), whose responsibility is
it?” implies that there are a number of
institutional ‘actors’
responsible
for
Knowledge Management (KM) in an
establishment.
For the purpose of this article, I would like to
quote O’Dell & Grayson’s (1997) definition
of ‘Knowledge Management (KM) which
states: "Knowledge Management is a
conscious strategy for moving the right
knowledge to the right people at the right
time to assist sharing and enabling the
information to be translated into action to
improve the organizational performance."
In general terms, knowledge is classified as
being either ‘explicit or tacit (implicit)’. While
explicit knowledge is recorded and often
held in databases, accessible through
corporate intranets and intellectual
property portfolios, which make it relatively
easy to replace or replicate, tacit (implicit)
knowledge, on the other hand, exists in
people’s
minds. This ‘technical’ or
process-driven knowledge is considered as
rather difficult to capture or replace
because it is acquired through personal
experience or observation.
So who determines what knowledge one
should share and how do we share
knowledge among ourselves?
If we take a critical look at our Ghanaian
culture, with respect to Knowledge
Management and by implication, how we
share knowledge, would it be a fair
assumption to conclude that we, as a
people, only give out the knowledge we
think we should share and hide most of
what we know for fear of being labelled as

“too known?” Alternatively, are
we prepared to play it safe and
be that employee or family
member who, for the perceived act of
‘respect’ for hierarchy and superiors, is not
prepared to openly share knowledge?
“Management, according to Peter Drucker,
is about human beings. Its task is to make
people capable of joint performance, to
make their strengths effective and their
weaknesses irrelevant. This is what
organization is all about and it is the reason
why management is a critical determining
factor.”
What value should the employee place on
the knowledge he/she is bringing to
augment the existing knowledge base
within the organization? Also, what value
should the organization place on the
knowledge acquired by the employee while
in the employment of the organization
through training, observation, or career
development? Knowledge is believed to be
synonymous with power, so do we hold
back when it comes to sharing knowledge
for fear of ‘losing’ some of our power to a
supervisor or fellow colleague, or should
the organization encourage knowledge
sharing at the workplace as a means of
improving the levels of commitment of all
concerned, which in turn would clarify the
roles of every employee in the organization
and eventually enhance “communication
and coordination across divisions?”
(Torrington et al 2011:433).
Mullins (2007: 177) suggests five
processes that are necessary for an
effective
knowledge
management
system:
i. Managing the generation of
new knowledge through learning

iv. Organizing information for easy access
v. Using and building on what is known
How do we learn and in so doing, effectively
share knowledge? Every single individual is
unique in a lot of ways and one of these is
the way we learn. For an organization to
profess to having successfully managed
knowledge within its establishment, the
following need to be considered:
a. The need to create, store and control
knowledge
that is available to the
establishment
b. Core competencies required
identified must be distinctive

and

c. The need to nurture an organizational
culture of creating and sharing knowledge;
have positive team spirit with appropriate
communication and feedback channels and
procedures within the organization
KM is the responsibility of both the
organization and the workforce. This is
simply because, in an attempt to have that
important competitive advantage, the
workforce should make available the
knowledge they are offering to the
establishment and the establishment
should also ensure that it is a learning
organization which is adequately skilled at
creating, acquiring and transferring
knowledge and modifying organizational
behaviour to reflect newly acquired
knowledge.
All these, when adequately
handled, should contribute
to a healthy performance
level and enhance the
sharing and management
of knowledge.

ii. Capturing knowledge and experience
iii. Sharing, collaborating and
communicating

Independent Senior
Human Resource Professional

Mildred Sika Tettey
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Jislah Financial Services
In the business of buying and selling money
M

r. Emmanuel T. Obeng is the Chief Executive Officer of Jislah
Financial Services, the third fastest growing company in 2011
according to the Ghana Club 100 rankings. He is a man who sees all
challenges as job opportunities and believes that as a people, we
have a religious obligation not only to better ourselves, but also the
world around us.
HRF: Tell us a bit about yourself (your education, work experience,
family).
EO: I am 58 years old. I attended Okuapeman Senior High School
from form 1 to form 6 and in 1980, I went to the Kwame Nkrumah
University of Science and Technology for my 1st Degree in
Computer Science where I majored in Management Information
System (MIS). After about 20 years, I attended the University of
Ghana for my Executive MBA, majoring in marketing. I did my
national service at the Ghana Armed Forces Ministry of Defense
from 1980- 1981 and from 1981 to 1984, I went to Nigeria to work
with Digitronix Company Limited. I returned to Ghana in 1985 to get
married and I joined Reiss & Co. in January 1986 as an IT officer. I was
promoted to Senior Systems Advisor and in 1987, I became Manager
for Small Systems and Training after which I became the Business
Manager. I then became the General Manager in 1992 before I left. I
am the founder and initiator of Digitronix Systems Limited and I am
also the key promoter for Jislah Financial Services. I have a beautiful
wife and four children who I love dearly.
HRF: What are some of your personal values and what experiences
brought them about?
EO: Integrity and high performance are our core values. I believe
-that whatever you do in life, you must be honest and truthful. High
performance means you must be an achiever by dedicating yourself
and learning. You need to excel and to do that, you need to learn
and have a good network. You can desire anything you want and
you can get it if you put your mind to it.
HRF: What drives you and what puts you off?
EO: God did not create us to be selfish so we have a responsibility to
the church, to show love and assistance and address some
challenges that people are facing. I am not only accountable to
myself but to God and this drives me. I can’t stand lazy people
because their behaviour does not only affect them, it affects their
environment too. When one person is not performing, it draws the
team back, which is not good for business.
HRF: On a lighter note, tell us the kind of book we are likely to find on
your bedside table.
EO: Two books; my bible and a book that concerns or relates to the
work I do; I do a lot of self-study. I also spend my time listening to
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and watching news. Once in a while, I love to
watch some action movies to relieve stress.
HRF: In your opinion, what is the best way to
lead and motivate employees? And what
motivates you as an Individual to give off
your best?
EO: Motivation of employees includes
allowing information to flow to them and
being able to address their key issues.
Openness and transparency are great
employee motivators. I do not believe that
money is always a motivator because
somebody somewhere can pay better than
you. Since we are not running huge
enterprises, a personal touch is important.
You can even decide to know the names of
their children and them pay fairly. They also
need the tools to work with and their
training needs must be met so they are
empowered to properly carry out their
duties.
HRF: Under what circumstances do you think
would be appropriate to fire someone? How
would you fire the person?
EO: Work is a contract; the person comes in
to produce and needs to be paid. If the staff
is not delivering according to expectations;
being a bootlicker, then there is the need to
let the person go. If you are not truthful and
undisciplined then you will have to leave.
You can be a high performer but indiscipline
can cause negativity in the work place.
HRF: What qualities do you respect and
value in people you work with? Why are
these qualities important to you?
EO: I believe people should have respect for
one another. I believe every human being
has a gift. If you didn’t need the people you
work with, you would not have employed
them. I live by the golden rule; I treat my
staff the same way I expect to be treated.
HRF: What are some of the strategies you
have adopted to bring your company this
far?
EO: We go for the best people who only
need a short learning curve to become part
of a team. We also hire professionally. To
succeed, you should have a strategic plan
that is developed by your team; board of
directors, management, and the entire staff.
Here, we train staff to be up to their tasks
and we plan for succession so that no
vacuum is created.
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About Jislah
HRF: Please give us a brief history of Jislah
Financial Services
EO: Jislah basically started as Godsmay
Financial Services in 1995 and changed to
KBA Financial Services in 1996. The
company operated until the year 2002
when new investors moved in to acquire
majority stake. They continued with the
business until the KBA partners
relinquished their interest. The company
later acquired a new Bank of Ghana license
and started operating as Jislah Financial
Services in 2006. Jislah operates from its
own purposely-built four storey building in
Kokomlemle. It has 3 branches in Tema,
Makola and Takoradi and a staff strength of
about 50.
HRF: Kindly elaborate on the services you
offer as a company.
EO: We simply buy and sell money. We do
our business based on four core areas; the
vehicle financing facility which is provided
for individuals and reputable organizations
to enable them to acquire vehicles of their
choice, strategic corporate sales, where we
look at certain companies and design
products for them, project financing, where
we provide funds to complete projects or
get these projects to income generating
levels and lastly, we give out loans and loan
products to the public.
HRF: How do you go about your marketing
planning process and how and when do you
evaluate your marketing campaigns?
EO: We have a sales and marketing
department which is becoming more of a
sales
department. The
marketing
department creates awareness and an
identity and strategizes. We evaluate in two
ways; penetration or reach and how
customers perceive the company through
feedback. We measure by weighing returns
against investments made and increase in
sales.
HRF: What does it mean for you and your
organization to have been ranked as the
‘Third Fastest Growing Company for the
Year 2011’ by GIPC and did you see this
coming?
EO: It took us by surprise because we didn’t
see it coming. We didn’t know that we were
being recognized for what we were doing.
We wanted to be in the club 100 by a certain
year and we exceeded our own

expectations.
HRF: How do your employees stand out
from employees of other companies?
EO: In every company, labour cost is
highest. As a young company, we started
with a young energetic staff who can face
challenges and who have become pillars of
the company. They are confident and
interact very well with each other.
HRF: What criteria are needed for securing
loans at Jislah Financial Services?
EO: You will need an ID Card, your
residential address, your office location and
you will have to prove your ability and
willingness to pay. We look at these things
first before we even consider collateral.
Jislah can give you a loan, no matter the
amount, in a very short time.
HRF: When it comes to giving out loans to
people, how are you able to recoup the
money, if the borrowers are being
adamant?
EO: If a loan happens to fail, we consider
that the person has taken an insurance
which can be used as collateral. The
collateral can also be his building, vehicle,
jewellery or an insurance giving a
performance bond. We ensure that our bad
debt is less than 0.5% of our loan portfolio.
We also have a strong recovery team in
place to retrieve money.
HRF: Where do you see your company 5
years from now?
EO: We do not want to be the third fastest
growing company for long. If others can be
number one, so can we. We are
reengineering our team and processes so
that we move from being 75th on the
Ghana Club 100 rankings to being 50th or
better. We also want to be listed on the
Ghana Stock Exchange. The awards have
actually challenged us to do better and be a
high performing team.
HRF: What general advice would you give to
readers?
EO: As an entrepreneur I have learnt to be
patient because, “The blessings of God
maketh one rich and adds no sorrow to it.”
Have a vision, have a strategy and plan
because if you “fail to plan, you plan to fail.”
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How to Manage
WORKPLACE

Conflicts

by Yvonne Boaten

E

very company has its
mission and vision
statements that they want
to be identified with. This
vision statement also
affects
the
internal
customer – the employee.
It is the responsibility of
company
leaders
to
create
a
work
environment that enables
people
to
thrive
effectively. If turf wars, disagreements and
differences of opinion escalate into
interpersonal conflict, intervention is a
must and it has to be done quickly. Not
managing the situation is not an option if
you value your organization and its core
values, which cover work place tolerance
and team work. In conflict-ridden
situations, your mediation skill and
interventions are critical. This is so because
if not managed effectively, it could get
worse and affect the company’s
bottom-line. It is important for human
resource managers and department heads
to realize that employees have different
personality types and temperaments and
that will manifest differently in how they
respond to issues pertaining to the
department and the company in general.
APPROACH TO WORKPLACE CONFLICTS
• Do not avoid the conflict with the
expectation that it would simmer down
eventually.
The conflict may appear to have taken a rest
but it only needs something else such as a
disagreement or work challenge occurring
to trigger emotions into motion. The
interesting thing about a conflict that is not
well resolved is that, when the people
involved rub each other the wrong way, it
would trigger an intense reaction that may
surprise the people around. The reality
however is that it would be stemming from

a previous occurrence
that was not properly
resolved.
• Do not meet
separately
with
people in conflict.
It is important to hear
both parties out with
both of them present.
This way, the accuser
will voice his or her
case with the accused present. It also allows
the mediator to hear individuals in the
midst of the conflict speak in each other’s
presence to clear any misconstrued
allegations. If you allow each individual to
tell their story to you at separate times, you
risk being caught in the middle of their
issue or being biased. Let each briefly
summarize their point of view, without
comments or interruptions from the other
party. This should be a short discussion so
that all parties are clear about the
disagreement and conflicting views.
Intervene if either employee attacks the
other because it is professionally
inappropriate.
• It is important to note that conflicts in
the oﬃce do not only aﬀect the ones in
the conflict but other colleagues,
depending on alliances and who narrates
their story first and how.
Everyone in your office and every employee
with whom the conflicting employees
interact is affected by the stress. People feel
as if they are walking on egg shells in the
presence of those in the conflict. This
contributes to the creation of a hostile work
environment for other employees. In worst
case scenarios, your employees may take
sides and that could result in division in the
organization. This will eventually affect the
organization negatively if communication
becomes stunted.

All participants must communicate and
commit to making the necessary eﬀort to
resolve the conflict.
Commit to noticing that the other person
has made a change, no matter how small
and treat each other with dignity and
respect. It is okay to have reasonable
disagreements over issues and plans; it is
never okay to let personality conflicts affect
the workplace.
You should expect the individuals to
resolve the conflicts proactively as adults.
If they are unwilling to do so, you may be
forced to take disciplinary actions that can
lead to dismissal of both parties.
Assure both parties that you have every
faith in their ability to resolve their
diﬀerences and get on with their
successful contributions within your shared
organization. Set a time to review progress.
Being the mediator of a conflict is a
daunting task, but as a manager, head or
supervisor, the role of mediation or
intervention is part of your responsibilities.
Your willingness to effectively intervene sets
the stage for your own success and growth.
Your responsibility is to craft or engineer a
work environment that enables the success
of the people who work there. It is not easy
but staying neutral and applying great
wisdom can make a difference in how
employees relate after a conflict and how
that bears on the overall bottom-line of the
organization.

Learning & Development
Consultant,
Optimistic Demeanor Consult

Yvonne Boaten
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Responsive HR
M s. Emelia Sarfo – Human Resource
Manager of Holiday Inn

Her childhood in Kumasi was filled with
fond moments borne out of a rich culture
that promoted hard work and a value
system that taught her the benefits of a
good education.
This was further
reinforced by a strict mother who
happened to be a teacher by profession.
Visits to public libraries were therefore
commonplace, with only occasional
periods of play time with neighborhood
kids.
Though she was orphaned at a very young
age, Emelia was determined to stay in
school, study hard and remain focused,
despite the numerous challenges that she
faced. She has always believed that, “the
choices we make dictate the lives we lead,”
and it is a philosophy that she continues to
live by today. She is a product of the
University of Ghana Business School, Class
of 1993 and prior to that, she attended St.
Monica’s Secondary School in Mampong,
where she had her secondary education.
HER CAREER PATH
She started her career as a Credit Controller at Vodi Tecknic Motors
Ltd in 1986, after her national service as a teaching assistant at the
University of Ghana Business School. As Credit Controller, she
constantly interacted with customers and in the process,
developed skills in effective customer relations techniques. She
ensured that customers’ needs were made a priority, their
complaints were always taken to heart and every effort was made
to make sure they were always satisfied.
Her experience in customer care prepared her for her long term
passion to become a Human Resource Practitioner and her love for
problem solving encouraged her to foster a relationship with Vodi
Tecknic’s HR Manager. She assisted him in various duties and in the
process learned a lot from him. So it happened that when an
opportunity came up for the position of Assistant Human
Resource Manager, she was chosen. Subsequently, when the HR
Manager was transferred to a sister company, she was promoted to

Ms.

Emelia

SARFO
(HRM of Holiday Inn)

head the HR Department. She stayed in that position for seven
years until she took up a new challenge as the HR Manager for
APED, World Vision International Microfinance in 2006. Two years
later, with her sights set on the dynamic world of the hospitality
industry, she moved on to The African Regent Hotel, and
subsequently to Holiday Inn Accra Airport as HR Manager.
HOLIDAY INN – THE DEFINITION OF UNIQUE
Holiday Inn Accra Airport started operations on 1st July 2008 and
is owned by Royal Airport Hotel as a franchise under the banner of
IHG (InterContinental Hotel) Group of Hotels. In the four or so
years that it has been operating in the Kotoka International Airport
area, it has become known and accepted as one of Ghana’s
premiere hotels, with dignitaries such as President Obama staying
as guests. With a stated vision of ‘Great hotels guests love’, the hotel
continues to seek to provide a memorable leisure experience for
its customers. Holiday Inn staff prides itself on the hotel’s
wonderful location and combination of traditional and
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contemporary décor which creates an
atmosphere that is unmatched. This, they
say, adds to the uniqueness of the hotel.

achievement of the goals will have to be
known and appropriate actions taken
thereafter.

To ensure that customers have an enjoyable
stay, Holiday Inn Accra Airport provides
advanced bookings, free airport shuttles to
and from the hotel, free wifi, as well as a
standard
free
breakfast
with
complimentary fruit and water, which are
provided upon check-in; “our outstanding
customer care makes a guest feel
completely at home.”

With regards to her own performance,
Emelia matches her goals and objectives
with her performance on an on-going basis;
“there are time limits to different projects
which I make sure are accomplished to
match the time set at the initial stage. I am
able therefore, to assess my performance
on a daily, monthly, quarterly and yearly
basis. We can therefore confidently say that
Holiday Inn is well on its way to becoming
the most sought-after hotel, not only in
Ghana but in all of Africa. Its name will be
synonymous with the very best in
world-class accommodation and general
hospitality service.”

HR AND EXCELLENCE
The last book Emelia read is ‘The Art of
Leadership’ by Bishop Dag Heward Mills,
which highlights how to lead effectively
using God’s given talents and applying the
wisdom of God. Through her unrelenting
efforts to better her leadership skills, she
has been able to contribute immensely to
an environment where employees find
fulfillment in their work and also, through
her efforts and contributions as a strategic
partner to business, the relationship
between staff and management has
become
a
great
success. These
achievements have led to an increase in
productivity and revenue and the image of
the hotel as regards staff attitude to guests
has risen immensely. Last but not least,
there has been less than 1% of staff
turnover even though a number of new
hotels have sprung up in the metropolis.
Emelia believes that a Human Resource
Manager’s roles in any organization are to
make sure the organization’s most
important component of staff is properly
trained, that their needs are met,
operations are streamlined and resources
are maximized; “these are all important in
ensuring success of the employing
organization.” She can confidently say that
she is a mentor to the staff because she
combines passion with drive to motivate
them to achieve maximum results for the
organization. She also has a flexible style of
management; she is firm but fair when the
situation warrants it. Emelia believes in
delegation,
as
warranted,
with
responsibility assigned.
At Holiday Inn, performance of staff is
measured against set objectives, at the
onset of the year. By mid-year (in July),
assessment of performance is done to
ascertain whether the goals have been
achieved. If so, additional goals are set
depending on the needs of the business. If
goals have not been met, reasons for non

STAFF RECOGNITION AND WELLBEING
When it comes to rewarding her employees,
Emelia believes that recognizing and
applauding their efforts are the best ways to
show appreciation to them; “research has
shown this action to be preferred over
monetary rewards. As managers, we need
to let our staff know, when deserved, that
they have been key contributors to the
success of the business and their efforts are
very much appreciated. Hardworking
employees will not forget these thoughtful
comments and will remain loyal and strive
to attain even greater heights.”
At Holiday Inn, there is an effective
appraisal system where staff are assessed
twice a year to ascertain their strengths and
where they fall short of in terms of skills. The
appropriate training and coaching is then
given to upgrade and sharpen their skills to
increase customer satisfaction. Additionally,
there is a 5-minute ‘shortcake’ on daily basis,
in all departments to ascertain skill levels
and thereafter to sharpen skills of team
members.
When recruiting new staff, Emelia is not
satisfied with just the qualifications for the
job on offer; “In addition to meeting
requisite qualifications such as educational
and work experiences, the most desirable
attribute I always consider when hiring
someone is their willingness to work as well
as their deep interest in the job.”
CHALLENGES, SOLUTIONS AND LESSONS
LEARNT
The challenges that are a part of Emelia
Sarfo’s job as Human Resource Manager are
many, especially when it has to do with the
management of human conflicts in the

organizational; “dealing with difficult staff
who have no passion for their work and staff
members who try to influence their
colleagues in a negative manner, become
challenging situations that must be
minimized. This is accomplished by bringing
effective solutions to these challenges as I
continue to work effectively with the various
heads and supervisors of departments.”
She has learnt many lessons from her job, one
being the need to place value on people
working to build a company; “the employees
of any company build or destroy it. When the
committed efforts of employees are seen,
they need to be recognized and rewarded
accordingly. This will motivate them to
increase productivity.”
Dissatisfied customers and complaints are an
integral part of any organization’s challenges,
and success comes about based on how such
challenges are dealt with; “it takes listening
skills, empathy, and the constant reminder
that we exist to please our customers. In one
example, there was a guest who was not
happy about noise from the next room and as
a result, wanted his room changed
immediately. As Duty Manager, I had to
resolve this problem. Since there were no
available clean rooms immediately available,
I engaged him in conversation about Ghana
and his country, which lasted for about
twenty minutes. By that time, a replacement
room had been fixed and the customer was
moved accordingly. I handle customers with
respect and listen to their complaints in order
to provide the appropriate solutions for
them. Without customers, the business will
cease to exist, so there is the need to place
customers first on the priority list.”
FINAL WORDS
Ms. Emelia Sarfo is of the view that human
resource management is the key to the
success of every business or organization and
that human capital drives companies
towards the achievement of their goals;
“there is therefore the need to recognize
hardworking staff and value them for their
efforts, create the right working environment
and develop staff in the needed skills to
promote and enhance the growth of the
business.”
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Legal checklist

WORKPLACE BLUNDERS
THAT CAN

LAND YOU IN COURT
by Kofi Okyere Ampadu

uman resources play a very requisite
role in every business entity. It is
against this backdrop that all HR related
concerns and issues should be taken
seriously and given the professional touch
they deserve. HR Focus magazine has
tackled a lot of your human resource issues
by bringing you captivating stories and
articles in each edition. As the year draws to
a close, we bring you tit bits of these topics
which can land you in the arms of the law if
not handled tactfully.

H

Discrimination:
Discrimination of any form is prohibited at
all levels of our society. In corporate
governance, it is a serious matter that can
easily be a source of legal battle for
employers if not handled with care. The
International Labour Organization (ILO) has
developed
laws,
regulations
and
conventions that protect the interest of
every employee.
In our Ghanaian set up, the Labour Act,
2003 (ACT 651) Section 127, subsection (1)
to (4) has outlined what constitutes
discrimination. Discrimination has a
negative impact on productivity, work-life
balance, employee bonding, etc. Even in
setting up an office, the kind of furniture
and general working condition can
discriminate against the physically
challenged.
Harassment:
This is a long standing issue dating back to

history. Most employees and, on few
occasions, employers have suffered some
form of harassment. We refer to the
perceived sexual harassment towards
women/female job seekers or employees
and even though it is true that to a large
extent that it happens, but there have been
instances where male job applicants have
also suffered one form of harassment or the
other. Abuses and other forms of
intimidation
can
also
constitute
harassment. Even gestures, postures and
sometimes phone calls and SMS’s that
create inconveniences for the other party
can even be bases for sexual harassment, so
be careful.
Improper Handling of Termination:
Employee disengagement can come from
various
sources;
it
could
be
non-performance,
disciplinary
issues,
redundancy, etc. In all such scenarios, it is
important to handle it with professionalism.
The Labour Act permits employers to
disengage employees but termination
should be in conformity with Law. Internal
disciplinary processes should be exhausted
fully, together with appeal processes where
necessary. Employers should note that all
employee entitlements should be paid
when the disengagement process is
concluded. All this should be enhanced by
an effective HR staff disengagement
policy/process.
Occupational
Health
and
Safety
Concerns:
This is also an important aspect of an
employer/employee work life. Often, we do
not pay attention to this side of HR activity
but it has a very serious and negative
impact on our lives as individuals. A wrong
office set up and working environment can
affect our health and productivity. Part XV,
Article 118 to 121 and 122 to 126 has
expressly and clearly stated the obligation

of employers, employees and the regulatory
body when it comes to health and safety at
the work place. There should be periodic
checks, updates and compliance of agreed
on safety measures. Failure to do this can
land organizations in court and even see to
the closure of businesses.
Leave Administration:
It is an essential part of employee benefits,
which is not negotiable. Employees should
be allowed to proceed on their annual leave
as and when signed off and agreed upon.
This helps facilitate work-life balance where
people get to relax, de-stress from work load
and get to attend to personal and domestic
issues. Other types of leave include
maternity, sick, study, compassionate, etc.
Some companies are even considering
paternity leave which, in my opinion, is a very
good idea; this is purely discretional at the
management level of every organization.
In conclusion, these are but a few of the areas
that can land employers in court even
though they could be avoided by competent
HR professionals. It has also been established
that, all HR concerns or seemingly work
related issues could be potential legal
matters. If not dealt with tactfully and
professionally, it could plunge the company
into unnecessary legal battle thereby
wasting man hours, resources so needed for
very important business activities and also
give the organization negative publicity and
dent the corporate image.

Corporate Advisor,HR
Regency Alliance Insurance Ltd

Kofi Okyere Ampadu
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HOW TO ASK FOR

& GET A RAISE

by Kobina Atta- Bedu

many times
H ow
has a staff not visited you - usually, at

the beginning of the financial year or when
there has been a major price hike like fuel or
electricity
adjustments
or
around
September when schools re-open- and you
have said to yourself, “hmm, I know what
this is about?” For me, this is to be expected
by any line manager or HR practitioner.
Why? Simple; cost of living has gone up
thereby, reducing nominal or disposable
incomes. People feel it in their pockets that
their pay is not enough anymore and a raise
would be a good idea.

This remains a ‘catch 22’ - The Chicken
and the Egg; which one comes first?
Employees always expect to be paid well
and motivated before they can work well
while employers want to see productivity
translate into wealth creation which will
give the firm the ability to pay and to
further motivate. In ‘The Chicken and Egg’
conundrum however, the dilemma is if you
eat the egg now, you will have enjoyed for
today but there will be no tomorrow
because that egg, if saved, could have
hatched into one chicken which would
have laid more eggs which you can eat and
save some to hatch into more chicken.

My day job involves negotiations: either with
my boss, colleagues, my team or my
stakeholders; whether junior, senior,
suppliers or creditors. The one thing that you
should always do when going to negotiate is
to make sure you have a position of strength.
Try negotiating in a weak position and see
how unsuccessful you will be! Never have the
salary increase conversation from a weak
position. That is my advice!
Hit the iron when it is hottest; go to your boss
for a raise only when you know he cannot
afford to let you go at that material moment.
That means you would have
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made your self indispensable at that
particular time.
In general, no one is indispensable but
when managers have failed to institute
effective succession plans, employees can
be indispensable in the short term. How do
you make yourself indispensable? Build a
personal brand by creating value for
yourself. Sadly, most employees do not
have any value and even if they did, they do
not know. Here’s how you create or increase
your value:
Step 1
Identify your gaps and weaknesses: Within
the context of your current role, you must
clearly understand how you can impact or
influence the total business performance.
Then assess yourself to see what it will take
to easily achieve those objectives. Don’t
stop there, find out how you can address
any gaps or challenges you may have on
your own, but where help is needed, have
that conversation with your boss.
Step 2
Apply

yourself

to

closing

those

developmental gaps within the shortest
possible time knowing that you need them
within that financial year to shore up your
performance. Where possible, develop
competencies that extend into your future
role or extend beyond your specialization.
Step 3
Maintain your focus on the ‘ball’ and ensure
that all your energies are directed; not just
at meeting your set targets but at
exceeding them.
Step 4
Find ways of demonstrating your
effectiveness to both your boss and his/her
peers because at performance appraisal
and calibration, those people could be your
advocates. Hold periodic performance
review sessions, generate periodic reports
for circulation, and volunteer to do
assignments and tasks outside of your
comfort zone. Do things that will shut up all
‘doubting Thomases’.
Step 5
After having proven to all and sundry that
you are productive and that you make

meaningful contribution to the business,
your statement will be simple - that your
immediate absence will create a void which
can take a while to replace. When you
approach your boss at this stage, you come to
the table in a much stronger negotiation
position and you are likely to even get more
than you ask for if your boss knows your
worth!
Continue this cycle year in and year out and
you will never have to ask for the raise, it will
be offered to you – if not internally, externally.
For the employer, if you can get every single
employee’s psyche to this level, can you
imagine the collateral effect it will have on
the business’s fortunes? At the end of the day,
do not take advantage of employees; give
them what is due them
when they have done
their work.

Head of Chain Management,
Vodafone Ghana

Kobina Atta-Bedu
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ENTREPRENEURSHIP;
THE ANSWER TO

UNEMPLOYMENT?
by Mrs. Ellen Hagan

T

here seems to be a crisis in the world of
work that most of us are oblivious to –
there are too many qualified people and
too few jobs available. I was privileged to
attend the recent graduation ceremony at
the University of Ghana and learnt to my
surprise that there were over four thousand
graduates! Believe it or not, this number
excluded
graduates
from
science
programmes and the various master’s
programmes! We should also remember
that there are now numerous private
universities and each are passing out
graduates. Being in the business of looking
for jobs for people and having a fair idea of
the reality on the ground, I involuntarily
asked myself, “where are all these graduates
going to find jobs?”
In Europe and America, it is not strange to
have people being encouraged to be
interested in family businesses, no matter
how small or seemingly unimportant they
are. There is a deliberate effort to get the
young man or woman interested in the
business by giving him/her a job to do on
vacations or an errand or assignment. In
our world, businesses tend to collapse with
the passing of the founder because we
hardly do succession planning.
With the current looming crisis, we should
encourage people to start creating jobs for
themselves and for other people. University
education is really supposed to serve as a
spring-board and challenge graduates to
think beyond their boundaries (real and
imagined) and beyond the subjects they
read. Gone should be the days when people
are driven to start their own businesses only
when compelled by one of the following
reasons:
Outplacement (redundancy)
Retirement
Troublesome boss
Inability to submit to someone
else’s authority
Not knowing what profession to

pursue, etc
When people are made to start thinking
about entrepreneurship whilst in their
school days, they start visualizing the
possibilities of dreaming and turning
dreams into realities.
Who are entrepreneurs and what is so
special about them? Are entrepreneurs
worth emulating, worth being taken as role
models? If yes, why are people not
encouraged to walk that path? Maybe, it is
the customer research issue which says that
people prefer the known to the unknown.
We all know about Ford’s reported quote
which goes like this: “If I had listened to
customers, I’d have given them a faster
horse.” Some of us need to be adventurous
and break new ground.
ENTREPRENEURSHIP today
Globalization demands entrepreneurial
behaviour. In other words, companies must
find ways to do things faster, better, and less
expensively. Increased competition also
adds to the flexibility required in the
changing world of work, which small
businesses and entrepreneurs can offer
rather than the huge companies with larger
overheads.
Entrepreneurship is about freedom.
Few things in life are as empowering
as being able to determine what work
you will do, when, where and with
whom you will do it.
Entrepreneurship is about responsibility.
Entrepreneurship is about hard work
and dedication.
Entrepreneurship is about being true
to our visions and our passions.
Entrepreneurship is about diversity.
WHY SHOULD WE LEARN ABOUT
ENTREPRENEURSHIP?
The goal of entrepreneurial education is to

teach young people to see opportunities and
act on them. Many people choose to leave
problem solving and innovation to others;
entrepreneurs do not. There is more than
money involved in entrepreneurship — there
are new ideas, approaches, methods and
styles that can be tested.
REQUIREMENTS OF ENTREPRENEURS
Entrepreneurs need a keen eye to
understand economic, social, and
scientific realities and the capacity to
understand evolutionary processes in
the future.
They need to understand how institutions
work, and how individuals react in order
to introduce activities and products that
serve peoples’ need and are sustainable
economically and politically.
Entrepreneurs also need dedication and
commitment and the capacity to
overcome failure
CREATIVITY
Creativity is the ability to design, form, make
or do something in a new or different way.
The ability to come up with creative solutions
to needs/problems and market them often
marks the difference between success and
failure in business. It also distinguishes high
growth or dynamic businesses from ordinary,
average firms.
CONCLUSION
Entrepreneurship
is
about
seeing
opportunities and bringing about change.
True opportunities lie in
our young people. They
demonstrate every day
that they have the
creativity
and
the
motivation to change their
world.
Chief Executive,
L’AINE Services Ltd.
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SHOULD PAY BE LINKED

WITH PERFORMANCE?
by Comfort A. Kenu

P

erformance management is the
systematic process by which an
agency involves its employees, as
individuals and members of a group, in
improving organizational effectiveness
in the accomplishment of agency
mission
and
goals.
Employee
performance management includes:
Planning work and setting expectations
Continually monitoring performance
Developing the capacity to perform
Periodically rating performance in a
summary fashion and
Rewarding good performance
In an effective organization, work is planned
out in advance. Planning is setting
performance expectations and goals for
groups and individuals to channel their
efforts toward achieving organizational
objectives. Getting employees involved in
the planning process will help them
understand the goals of the organization,
what needs to be done, why it needs to be
done, and how well it should be done.
The regulatory requirements for planning
employees'
performance
include
establishing the elements and standards of
their
performance
appraisal
plans.
Performance elements and standards should
be measurable, understandable, verifiable,
equitable, and achievable. Through critical
elements, employees are held accountable
as individuals for work assignments or
responsibilities.
Pay and Remuneration
You enter an organization and immediately,
you judge for yourself the sort of
environment you are in. Remuneration goes
to the heart of motivation and so it should be
measured against performance.
When
employees are not happy with what they are
doing, it definitely shows in their work and
that brings about low productivity. An
employee who works hard to meet a
company’s bottom-line cannot be left in the

employees to resign just because they
feel like they are in a rut or worse, give
very little effort seemingly just waiting
for their pay cheque, do you?

haystack. By paying the person more, you
are ensuring that the employee is not
enticed by offers from competitors. Why?
Because it is necessary to retain your high
performing employees so that they are not
poached by other companies. Rewarding
means recognizing employees individually
and as members of groups, for their
performance and acknowledging their
contributions to the agency's mission.
Good performance is recognized without
waiting for nominations for formal awards
to be solicited. Recognition is an ongoing,
natural part of day-to-day experiences. A
lot of the actions that reward good
performance — like saying "thank you" —
do not require a specific regulatory
authority. However, some employees also
say fantastically that “thank you” does not
take them to the market, meaning they
want remuneration in the form of equity,
which is the root of motivation.
Every employee deserves a good salary. It
therefore becomes obligatory that
employers discuss salaries with their
employees anytime performance and
results increase and roles are changed.
Incentives
Pay should be linked with performance.
There was a time when my subordinates
put in much more effort than before by
performing their individual roles properly
without me having to breathe down their
necks. This came about through some pay
and motivation in one way or the other.
Motivation is important in keeping
employees and getting them to perform
above average. You do not want

Paying
employees
for
excellent
performance can be done in a lot of
ways. Some may be more expensive than
others, depending on an employee’s input,
but all quite effective. As long as you are
willing to invest time or resources, you can
start achieving the desired results and
loyalty.
The most common way of paying
employees is giving them an incentive. In a
simple analogy, incentive motivation is:
Do X work and you will get X rewards or
pay
Giving a pay raise to a high performing
employee will not only keep him or her
performing well but also get others to
perform as well so they can get their own
pay raises. You may also give rewards such
as books, electronic gadgets and even
movie tickets as special rewards for doing a
great job. You can also throw parties or
cook outs just to show how much you
appreciate what your employee has been
contributing to your team.
Pay raises can cost the employer a great
deal of money and increase the
organization’s budget, but the amount of
money you shell out to boost performance
would definitely be nothing compared to
the success your team can achieve when
they are all motivated and giving their best
performance. Pay therefore
should be linked with
performance in a form
of equity, fairness and
even how you pay and
when you pay your
employees.
Human Resource Manager,
Sahel Sahara Bank

Comfort A. Kenu
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Questions Hitting HR

with Mrs. Ellen Hagan

(Chief Executive of L’AINE Services Ltd .)

I

have been working with a company for
two years. Recently, I had a little
psychiatric issue and I was given permission
to seek help. When I returned after a month, I
was given a termination letter saying I was
not in the right frame of mind to continue
working with the company, what do you
suggest I do?
A worried employee.
ANS
Termination of appointment on such
medical/social grounds should have
been supported by a Medical Board
recommendation. If this was not done, then
the employee can do the following:

1.

a) Write and ask for clarification on what
“right frame of mind” means
b) Petition management in line with
procedures enshrined in your terms of

employment for consideration
c) If step a) or b) do not yield favourable
result, then you can petition the National
Labour Commission
What other performance management
tools, apart from performance appraisal, can
be used to track performance and
subsequently reward an employee?
ANS
a) A Performance Improvement Plan
to assist the employee overcome
deficiencies and come up to a desired level
to earn subsequent reward

2.

b) Assigning to an individual, a delegated
assignment: Depending on the individual’s
performance on the assignment, one could
use this to track performance
c) Assigning a project to an individual, how

this is executed is a basis for assessing
performance
My manager keeps pestering me to give
him my social media account password but
I refuse. Does he have any right to do this
and is there any course of action for me if I
should lose my job as a result?
ANS
Passwords are personal and cannot
be shared with anybody, including
superiors. The
rule
is
absolute
confidentiality when it comes to passwords;
both for company mails and social media.
The privacy of the individual employee
must always be respected. If the employee
should lose his job, he can petition his
Management/Board
in
line
with
procedures, but when this fails, he can
proceed to the National Labour
Commission.

3.

TO GETTING
5STEPS
A Promotion

by Emelia Narh

onsidering the current
competitiveness in the job market,
it is very difficult to get a promotion since
everyone is aiming at filling the next
position. However, getting a promotion can
also be very easy depending on how you
strategize yourself within the organization.
Here are some basic steps that can lead to
your promotion.

C

Determine what skills you need to
build: Your organization, at some point,
might need someone at the next level with
more experience as a leader or more
knowledge in a particular area. Devise and
propose a plan that will enable you to get
training, or volunteer for initiatives to get
yourself up the learning curve.

1.

Look for opportunities: When you are
looking to grow, you must look for
opportunities to demonstrate you can take
on bigger responsibilities. These might not
be on your plan, but they are still great things

2.

to help you gain skills and experience.
Volunteer to fill in when someone in your
target position is out of the office or to pick
up a project from them when they need to
offload a heavy workload. If those situations
aren’t available, look toward the work your
boss does for the same chance to excel.
Make sure you are doing your job well:
Sometimes, when people get so
about getting promoted and
3. excited
taking on new duties, they forget they
still have a job to perform. This is not the
time to drop a ball. Make sure you are
executing superbly while taking on new
tasks. This might mean you have to put in
additional working hours for a while, but
you should consider it an investment in
your future.
Groom a successor: If you are so good
your current job and there is no one
4. at
in the company who can do your job
as well as you, you cannot be promoted. It is

therefore important for you to look for a
successor to groom for that position. Most
people feel unsure when training others to
do their work but that should not be the
case because it takes you to the next level in
the organization.
Apply for jobs within the company: It is
cheaper and easier for employers to
fill vacant positions with internal staff.
5. This is because they already know
who you are and what you are capable of
doing and in terms of trust, they are
assured. You should be bold enough to
apply for internal job
openings within the
organization because it
is
a
way
of
communicating
your
intension of growth to
your
employers
or
management.
Human Resource Manager,
Fiesta Royale Hotel

Emelia Narh

As the MD or HR of a company that has a lot of casual staff, you don’t
have to be stressed with their management
Our outsourcing programme has been tried and tested by many of the
country’s top industry players
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your staff in the most cost effective way possible
Contact L’AINE today for the peace of mind to focus on your company’s
business strategy, we’ll do the rest
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THE WORKER DESERVES
HIS WAGES
by Alex Williams

employer to an employee to
ameliorate the rigours of the
latter’s employment’. However,
bonus and overtime payments are
subject to tax under the Internal
Revenue Act 2000 (Act 592) as
amended.

I

n the Bible, Apostle Paul asked:
“Who serves as a soldier at his
own expense? Who plants a
vineyard and does not eat of its
grapes? Who tends a flock and does
not drink of the milk?” and ended
with the statement, “For it is written
in the Law of Moses: ‘Do not muzzle
an ox while it is treading out the
grain’.”(1 Corinthians 9:7-9a).
Remuneration for work done consists,
generally, of pay, incentives and benefits.
That, the ‘worker deserves his wages’ (1
Timothy 5:18) is one reason for work done
in expectation of agreed remuneration with
the employer and required by law,
especially, the Labour Act 2003 (Act 651)
and Constitution of the Republic of Ghana,
1992.
The Constitution
Our Constitution protects the worker and
what enters his wallet. In Article 24 (1) ‘every
person has the right to work under
satisfactory, safe and healthy conditions,
and shall receive equal pay for equal work’.
The worker in Article 24 (2) is ‘assured of
rest, leisure and reasonable limitation of
working hours and periods of holidays with
pay, as well as remuneration for public
holidays’. Working mothers are given
special treatment in Article 27 (1) ‘during a
reasonable period before and after
childbirth; and during those periods,
working mothers shall be accorded paid
leave’. To establish a sound and healthy
economy, the State, in Article 36 (2) must
‘guarantee a fair and realistic remuneration
for production and productivity’. The
National Tripartite Committee, made up of
representatives from the Government, the
Ghana
Employers
Association
and
representatives of organized Labour, under
Section 113 of the Labour Act, inter alia
determines the national daily wage.
Ultimately, when you enjoy your fruits after
sixty years, ‘the pension payable shall be
exempt from tax’ Article 199 (3).

Payment Directives
In recognition of the worker’s right to
remuneration or compensation or pay, the
Labour Act 2003 gives guidelines and
directives. In Section 67, the whole of the
salary, wages and allowances of a worker
shall be payable by legal tender in addition
to any non-cash contribution. Even though
in Section 69, deductions from the salary
are permitted, where an employer provides
advance payment to the worker, the
employer shall not discount or charge
interest on the advance given. The
employer shall also not impose a pecuniary
penalty upon any worker or make any
deductions not permitted by the Act.
Deductions that are permitted in Section
70, with the consent of the worker, are
contributions to provident fund, pension
schemes,
membership
subscriptions,
refund of money paid to the worker in error,
meeting of losses incurred by the worker, or
deductions authorized by the National
Labour Commission.
In organisations where there are both
unionised and non-union members,
Section 109 gives the Chief Labour Officer
the discretion to extend the terms agreed in
the Collective Agreement to non-union
staff of the same category as the union
member.
Benefits, Incentives and Taxes
In Bannerman-Menson v. Ghana Employers’
Association
[1996-97]
SCGLR
417,
Hayfron-Benjamin JSC described fringe
benefits as ‘non-taxable pecuniary or other
benefit, amenity or facility paid, offered,
furnished, provided or supplied by an

Redundancy Pay
Redundancy arises when by the
introduction of major changes in production,
programme, organization, structure or
technology, the employment of some
workers is terminated. The redundancy pay
and the payment terms and conditions are
subject to negotiations between the
employer and the worker or their
representatives. Any dispute on the
redundancy and terms of payment are
referred to the National Labour Commission
for redress.
Termination Pay
On termination of the contract of
employment, Section 18, ‘the employer shall
pay to the worker not later than the date of
the expiration of the notice all remuneration
due’ and where no notice is required,
‘payment shall be made not later than the
next working day after termination’.
A Piece of Free Advice
Dresang (1984) advised that compensation
should be guided by four key principles:
• The level must be attractive
• The system must be equitable
and transparent
• It must motivate for good
performance and
• Must consider the employer’s ability
to pay.
Put a smile on your
workers face because the
worker indeed deserves
his wages.
FCIB Partner
Lex-Eck Consult

Alex Williams
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How to create a

Personal

Budget

by Eyra Doe

pending is a daily habit and women are
known to be the worse culprits when it
comes to shopping as compared to men. In
spending, it should be one’s desire and
determination to cut down cost and try to
manage your spending, especially if you are
an impulse buyer.

S

Everyone who reads this article will admit
that if you eat too much, it can lead to heart
related diseases; the same is true for
spending. Spending more than you earn
could lead to what I call a “financial heart
attack” – debt and bankruptcy.
In as much as we have all tried to cut down
on spending, little or no effort has gone into
creating a budget, more so, a personal one. I
will admit that budgeting does not sound
exciting at all, but it is vital to keeping your
financial house in order. Creating a budget
demands some will power and discipline.
I will begin by defining what a financial
budget is: According to the search engine
Wikipedia, “it is a finance plan that allocates
future personal income towards expenses,
savings, and debt repayment.”
It is considered the most effective financial
management tool available to anyone.
Having a personal budget is not all about
saying ‘NO’ to yourself when you have to buy
something; it is about putting your
expenditure in check. In addition, it helps
you to take control of your money instead of
your money controlling you. It also helps you
to realize where you are going and how you
are getting there financially.
Budgeting helps you to focus on your
common goals and work at them. What most
of us do not know is that budgeting helps
one to set money aside for savings,
emergencies and anticipated expenses and
to a larger extent, set financial goals.
With all this education on what a budget is

and the importance of creating one, let’s
delve into how to create one. In creating a
budget, your past spending and personal
debt are considered. Research, adjustment,
motivation and a positive attitude are
needed as driving forces. In writing this
piece, I came across these basic steps from
the financial plan website which I found
simple to abide by; so here we go:
• Gather every financial statement you can.
This includes bank statements, investment
accounts, recent utility bills and any
information regarding a source of income
or expense. The key for this process is to
create a monthly average, so the more
information you can dig the better.
• Record all of your sources of income. If you
are self-employed or have any outside
sources of income, be sure to record these
as well. If your income is in the form of a
regular pay-check where taxes are
automatically deducted, then using the net
income or take-home-pay amount is fine.
Record this total income as a monthly
amount.
• Create a list of monthly expenses. Write
down a list of all the expected expenses you
plan on incurring over the course of a
month. This includes mortgage payment,
car payments, auto insurance, groceries,
utilities, entertainment, dry cleaning,
retirement or college savings and
essentially, everything you spend money
on.
• Break expenses into two categories: fixed
and variable. Fixed expenses are those that
stay relatively the same each month and are
part of your way of living. They include
expenses such as your mortgage or rent, car
payments, credit card payments, and so on.
Variable expenses are the type that will
change from month to month and include
items such as groceries, gasoline and gifts,
to name a few. This will help, when making

adjustments.
• Total your monthly income and monthly
expenses. If your end result shows more
income than expenses you are off to a good
start. This means you can priortize this
excess to areas of your budget such as
retirement savings or paying more on
credit cards to eliminate that debt faster.
• Make adjustments to expenses. If you are
in a situation where expenses are higher
than income you should look at your
variable expenses to find areas to cut. You
also need to account for all your income
and budget for specific expenses.
• Review your budget monthly. It is
important to review your budget on a
regular basis to make sure you are staying
on track. After the first month, take a minute
to sit down and compare the actual expense
versus what you had created in the budget
and make further adjustments if need be.
The discipline that you are making good
long and short term financial choices will
provide you with a great deal of comfort.
This will further take you from living
paycheck to paycheck, to being able to see
the long term results of your disciplined
savings and financial planning.
It is important to note that budgeting is full
of sacrifices, just like losing weight.
However, once you put in the effort, who
knows, you might enjoy it and be able to
save towards achieving that dream goal.

Corporate Comm. Officer
L’AINE Services Ltd

Eyra Doe

43

Health Column

Health Implications

of Self-Medication
by Dr. Marcus Manns

large number of people
do not consult the
physician when they fall sick.
They either consult a
chemist or obtain medicine
from his shelf, or a
neighbour who may have
some left over tablets from
his previous illness, and
readily
spares
them.
Self-medication for even
minor ailments could lead to
medical
complications.
People often pop pills for
common ailments like fevers,
colds, coughs, headaches and to alleviate
symptoms of mental distress, stress and
anxiety, without bothering to consult a
doctor. The surprising part about this is
that, some medical doctors or practitioners
self-medicate when they happen to fall sick.

can cause injury – and this may
result in a setback of your
recovery.

A

Self-medication, as defined by the World
Self-Medication industry, is the treatment
of common health problems with
medicines especially designed and labeled
for use without medical supervision and
approved as safe and effective for such use.
Moreover, taking more or less of a
prescribed dosage of a drug could be
termed as self-medication.
Some people seek independence through
self care and their basic goals are to
improve the quality of life by maintaining
their health and maximizing their potential
in health and also to cope with chronic
diseases and deal with minor problems.
Meanwhile,
self-medication
has
implications and individuals who embark
on this should be ready to bear full
responsibility for their actions. There are
implications for the society at large (some
of which are positive), for the
pharmaceutical industry, for the economy,
for the health professionals and most
importantly, for individuals (most of which
can be very critical).
The first of these negative implications is

associated with misdiagnosing the illness.
When an individual misdiagnoses the
illness, a minor health issue which could
have been resolved easily with the doctor's
advice may become a major problem over
time. Symptoms may subside temporarily
with self-medication, but it would become
difficult for a doctor to correctly diagnose
and treat later.
Many people will use analgesics
(painkillers) in order to self-medicate for
pain and this is considered normal.
Analgesics can induce gastritis; an
inflammation of the lining of the stomach,
and can also increase risk of stroke by four
times in patients with high blood pressure
(BP). If you can use paracetamol in order to
help yourself cope with a headache or
backache then this is a good idea and will
have relatively few consequences, if any.
However, Paracetamol needs to be taken in
moderation and can cause death if you
overdose too radically. Likewise, overuse
can also cause problems – lowering your
pain threshold for instance, or in the case of
ibuprofen, causing damage to the stomach
lining and liver. Another reason not to use
painkillers too readily is that completely
eradicating pain is a bad idea in itself – pain
comes for a reason and serves an important
purpose in the body. If you have a backache
for instance, and you medicate to the point
of not noticing it, then you will be less
careful and less aware of which movements

The use of something like aspirin
for bleeding or with low blood
pressure would be a problem as
aspirin works by thinning the
blood – this would then lower
blood pressure further and
prevent the formation of scabs.
Also, other medicines and herbal
drugs can have interactions with
other medication and this can
adversely affect the body.
Another important implication to note is
that, some antibiotics such as penicillin or
sulfur drugs can cause severe allergic
reactions in the body for some people, which
could be fatal. In addition to the above, one
could become addicted to prescription drugs
such as antacids, cough syrups and pain
relievers, especially when overdosed.
So yes, self-medicate with paracetamol and
other painkillers if you are experiencing
acute pain, but do so with moderation and
speak to your doctor first. And for all the
same reasons listed above, don't try to
medicate for pain with drugs or alcohol as it
will cause other damage to your body and
result in other negative consequences like
depression, liver damage, heart damage,
dehydration, weight gain and more.
Sure, doctors make mistakes too (especially,
those who refuse to listen to the patient) but
they have more information after studying
for years and spending their every day
encountering real cases – so they are far less
likely to make these
mistakes than someone
without that training and
experience.

CEO, Chiropractic and Wellness
Centre

Dr. Marcus Manns
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The10 commandments
of managing workplace

DISCIPLINE

by Andrew Ahele Ahene

sanctions for similar offences committed in
the future.

o

ne of the biggest challenges facing
many organizations today is the
complexity of handling employee discipline
in the most effective way. It is very alarming
how aggrieved employees are dragging their
employers to the courts or Labour
Commission for perceived poor handling of
discipline. Consequently, when disciplinary
issues are not well handled, the tendency of
high staff turnover, high rate of internal
conflicts, low productivity levels, negative
corporate image, among others, is obvious.
In the 2005 annual report of the National
Labour Commission (NLC), about 49% of
cases filed with the Commission bother on
dismissals and unfair terminations as a result
of disciplinary issues at the workplace.
Following
this
phenomenon,
most
employees now consider discipline as a form
of punishment and victimization rather than
a means of correction for wrong doing. In the
quest to deal with this complexity, the
following ten commandments have been
suggested.
1. Discipline must be a policy:
Every organization must make discipline a
policy. Such policies need to be well
documented; outlining crystal clear actions
which may be considered as offences and
sanctions that would be meted out when
they are committed. The disciplinary policy
could either be included as part of the
employee handbook or printed separately
and distributed to employees at the time of
their engagement.
2. Discipline must be communicated:
Every disciplinary action intended to be
taken against an employee must be well
communicated. Employees have every right
to know the charges leveled against them
and the disciplinary action which is being
taken against them. It is equally important
that periodically, employees are educated on
the disciplinary policy in order to keep them
constantly aware of its existence.

7. Discipline must be fair:
Employee discipline must be handled with
objectivity and transparency. This means
that the gravity of the offence must equally
match the degree of the sanctions to be
applied. For example, firing an employee
who commits a first time offence of being
absent from work without permission
would be seen as unfair. You cannot kill a
house fly with a sledge hammer.
3. Discipline must be reviewed:
Except for verbal warnings, a decision by a
supervisor or line manager to discipline an
employee must first be reviewed by the HR
Manager to determine whether or not such
an action is justifiable. This tends to
promote fairness thereby promoting
uniformity in the disciplinary process.
4. Discipline must be consistent:
As much as possible, all disciplinary actions
taken must be consistent with the policy.
For example, sanctions applicable under
minor offences should not be the same for
those under major offences.
5. Discipline must follow due process:
The discipline process must be progressive,
which requires that committed offences
must be reported and queries must be
issued to the employee; stating the specific
offence committed. An opportunity must
be given to the employee to respond to the
charges levelled against him and thorough
investigations must be conducted into the
specific case before sanctions are applied.
Where due process is not followed,
employees feel unfairly treated and may
lose confidence in the disciplinary system.
6. Discipline must be documented:
All disciplinary cases dealt with must be
documented and kept on file together with
all the related evidence gathered. This may
serve as a basis for administering stiffer

8. Discipline must be administered with
flexibility:
The disciplinary process must allow for
some level of flexibility in order to avoid too
much strictness in certain situations. For
instance, an employee may be late for work
because he was attacked by armed men.
Such cases must be handled with some
level of discretion being exercised.
9. Discipline must involve counseling:
Although most organizations fail in this
area, offering counseling to employees is an
integral part of the disciplinary process.
Providing guidance and direction to
employees on sensitive issues is very
necessary to get them to change their
attitude.
10. Discipline must be meted with
consultation:
In dealing with offences that are very
complex in nature, it is always advisable to
consult expert opinions or seek professional
advice before administering discipline.
There are cases that have
an element of criminality
or legal implications and
the safest way of dealing
with such cases is to
consult someone with a
specialized knowledge in
that field.
Assistant Registrar
HR Dept. WAEC

Andrews Ahele Ahene
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How to Manage

a Deadbeat Employee

by Nutifafa Ayimey and Jennifer Dzifa Ayebi

Who is a deadbeat employee?
e have all had issues with deadbeat
employees or those we perceive as
not pulling their weight at one point or the
other. Think of the employee who usually
comes to work late, have to be pushed extra
hard before they deliver projects on time and
in full; they walk on a very thin line.
Sometimes, they get on your nerve and you
feel like “this person must go” and yet, you
cannot expel them; either because they have
something that they are very good at or you
will get yourself involved in a hoard of law
offences.

w

Working with a deadbeat employee is pure
frustration; coworkers feel the negative
impact he/she has on their work and the
workplace and may make derogatory
remarks about the employee or fuel false
grapevine gossip; they may even go as far as
shunning the non-performer. However, they
don't think it’s in their place to deal with the
borderline performer. Thus, a deadbeat
employee is ultimately a line manager's
responsibility.

Here, the deadbeat employee has to own
the responsibility for his actions and
reactions to workplace happenings that
may have occurred. The employer on the
other hand, may discover that concerns and
unhappiness are legitimate. If this is the
case, it is in order to offer a sincere apology,
even if you had nothing to do with the
occurrences that generated the problem.
Through such interactions, the employer is
likely to discover that the employee’s
bad-performance may be attributed to:
moving into a new role
a change in line manager
no appropriate training for the
employee
misunderstanding the scope of the
role and what the priorities are
not having the right level of
supervision/support
issues with workload or unrealistic
targets
relationship issues within the team
physical or mental health issues
affecting the employee
personal issues, outside of work

What makes an employee deadbeat?
Most employees begin their jobs being
enthusiastic and excited about what they are
doing. They however lose it along the way
and this suggests that something is wrong.
Your first step is to figure out what. This will
give you insight into what caused the
behaviour that is impacting your workplace
negatively and to help the deadbeat
employee become a contributing member
of your work community.

How do I deal with him?
If it becomes clear that the reason for
an employee's poor job performance
is lack of knowledge or skill, you will
need to take steps to assess the
employee's specific training needs, and
to meet these by providing formal
training, coaching or simple
supervisory guidance.

Effective employee engagements can be
achieved informally; on the staircase or in
the canteen and through formal mediums
such as surveys and skip level discussions.

Often, poor performance is about an
employee being a round peg in a
square hole. This can include an
employee being in a job that does not

play to his or her strengths or being in
a role that demands more than they
are capable of delivering. Make sure
the employee has something to do that
he likes every day. Assure the employee
that you have faith in his/her ability
to succeed.
The employee may or may not be
aware that his or her attitude, manner
or behaviour is perceived in a particular
way and you will need to be sensitive
and patient to have the best chance of
success in persuading the employee
to accept the need to change. You and
the employee can decide on actions
and behaviours that exhibits "bad
attitude" and try to correct them.
In all the scenarios above, institute a
performance improvement plan. Help the
employee set SMART (specific, measurable,
attainable, realistic and timely) goals. Both
of you will need to monitor progress
regularly on the action plans agreed on. You
may assign a mentor or a peer coach to the
employee to guide him towards keeping on
track and also to offer the necessary advice
when the need arises.
These ideas should help you deal with your
deadbeat employee. However, if after doing
your best, the employee is not changing,
you can help the employee move on to his
next
employment
opportunity in a
responsible, ethical,
and legal way.

Management Trainees
Unilever Ghana Ltd

Dzifa and Nutifafa
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JOB Listing
EXECUTIVE CREATIVE DIRECTOR
QUALIFICATION:
Degree, Bsc Designing or BA Fine Arts or any area
related to advertising with 3 years experience

DUTIES:
Responsible for the production of creative work based on the assigned
Creative Brief and the provision of leadership to a Creative Department

CHIEF EXECUTIVE OFFICER
QUALIFICATION:
DBSC Admin, Social Science, MBA, 5years experience

DUTIES:
Responsible for designing a number of techniques to grow business,
developing strategic plans and sales strategies, formulating policies,
managing daily operations, and planning the use of materials
and human resources
Planning, directing, and coordinating the operations of the
company. Identifying new markets and attracting new clients. Researching new business opportunities, identifying likely sales points, and
undertaking presentations and negotiations with prospective customers

SUPPLY CHAIN MANAGER
QUALIFICATION:
Degree in Supply Chain Management with 5 years experience

DUTIES:
Manage raw materials from end to end – receipts,
proper segregation, storage and issuing to internal customers
Ensure proper conduct of all inventory calendar activities; daily,
weekly, monthly, quarterly, biannual and annual stock taking
Institute appropriate preventive and corrective actions in
managing discrepancies in stock taking exercises
Manage effectively reorder levels of all inventory – raw
materials, consumables, etc
Strategize with Security Manager to ensure adequate
protection of goods (both raw material and finished goods) in
stock and in transit
Ensure timely delivery of all requests in the right conditions to
internal and external customers

For more information please email enquiries@laineservices.com or
Call: 0302 717039 or 0302 716986

