
Gillespie Nimble Tips for Getting Started as New Manager 
 

Tip  How to do it 

Be yourself. 

You got promoted because someone saw something in you that made you the 

right person for this job. Once you move into management, lots of things will 

change. Your essential self shouldn’t be one of those things. You don’t need to be 

tougher, more guarded, or less cooperative. Don’t let your additional 

responsibilities change who you are, because who you are is why you’ve been 

chosen for this new role. 

Start slowly. 

Get a feel for your new job and team before making any changes— 

even if the previous manager left you with a list of suggested changes. When 

changes are necessary to address issues and improve the team function, get your 

team involved. Brainstorm together to find solutions that work for the whole 

team. 

Be confident. 

Act as if. You may not feel confident from the start. You may feel overwhelmed 

and scared. Trust that you’re where you’re meant to be, and show confidence in 

your ability to do the job. You might be only acting as if you’re confident at first, 

but it will come. Don’t get it twisted, though—being confident isn’t the same as 

pretending you know it all. It shows real confidence and strength to ask for help 

when you need it. 

Show yourself. 

Spend as much time as possible outside of your office. The administrative 

demands of your new position may be weighty, but you’re going to learn the 

most by getting to know your team, the work process, and what is needed from 

you. When you do need to be in your office wrangling that paperwork, keep your 

door open so that you’re accessible to your team. 
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Tip  How to do it 

Take help. 

When your new manager says, “Come to me if you need help,” do it. When your 

team members offer to teach you something, let them. Accepting help is a sign of 

strength and will help others feel included and valued. Getting as much help as 

possible will also help you manage your time in your first few weeks. Instead of 

spending all of your time trying to figure things out, ask a knowledgeable team 

member to explain it to you. It will save time and make that team member feel 

valued. 

Ask lots of questions. 

Your team members know when you don’t know something, so there’s no point 

pretending you know it all. Ask questions. Your team members will appreciate the 

opportunity to demonstrate their knowledge and skills. 

Listen and observe. 

One of the benefits of being outside your office is the insight you’ll get about how 

things work. Even if you were previously a member of your team, you are looking 

at things with a manager’s eye now: Instead of having a role in completing a part 

of the process, now you’re in charge of the entire process. Listening and observing 

will help you learn a lot about what works and what doesn’t. 

Delegate. 

In the first few weeks in your new position there will be a lot of demands on your 

time: major and minor tasks that will seem overwhelming. Delegate some of them 

to your team. If you are new to the team, start with some minor tasks while you 

figure out team members’ capabilities. If you are already familiar with your team 

members, align tasks with team members’ skills and let them help you get on your 

feet as a manager. You will get the support you need and your team will feel 

valued. 
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