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See the next pages for practical tips how to manage using MyDirects.com People Management System

 

People Management Best Practices 
 

Generally speaking, people management can be described as the 
following cycle: 

1. Set Goals, Assign Tasks, Delegate Activities 
- Clearly communicate expectations 
- Record the agreed upon goals and milestones 
 

2. Measure Performance 
- Communicate regularly 
- Follow up according to the schedule 
- Record the actual results 
 

3. Analyze Performance 
- Compare actual results with the plan 
- Analyze the differences 
- Understand what caused the differences 
- Come up with a plan to improve the situation 
 

4. Adjust Performance 
- Give feedback 
- Set different goals 
- Change the person’s responsibilities 
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Managing With MyDirects.com 
 
MyDirects.com is your control center for managing your team. The 
system allows you to add your team members, add and manage notes 
and tasks that can be attached to one or more team members for a 
specific week. Each note can have performance flags associated with 
it, which makes it possible to accumulate performance statistics. The 
performance data is displayed in various reports. 

 

The “Team Page” shows the list of your team members, the most 
important notes and tasks for this and several upcoming weeks, and 
the list of the most delayed tasks. 

 

 

Each team member’s page shows the list of the notes and tasks 
associated with this person. 

 

 

Start using MyDirects.com in three easy steps: 

Register an account at www.MyDirects.com (there is a free 
account available to try the system out before subscribing) 

          Add your team members 

Start adding tasks and notes, and make sure you use the 
notes during your one-on-one meetings.  

2 
3 

1



©2009, www.MyDirects.com. Feel free to share with other people without modifications.                                        Page 3 of 4 
 

Practical Tips 
1. When assigning a task or setting a goal, agree upon the expected 

result and the schedule. Navigate to the week when the task is 
supposed to be completed and create a note describing the task 
and the expected result. If necessary, create one or more notes 
for intermediate checkpoints to follow up upon the progress. 
Here is MyDirects.com example of a note: 

 
Notes can be easily moved from one week to another. 

2. When the task is completed (or failed), record the results. With 
MyDirects.com, use the buttons at the top of the note to record 

the performance - (good job), (could be better), or (takes 
too long).  

3. If you observe a behavior that you want to correct or support, give 
feedback to the employee, and create a note with appropriate 
performance flags. This way, the behavior will be recorded and you 
will be able to discuss it later during your next one-on-one meeting 
and/or the annual performance review. 

 

4. Establish framework for regular communication with your direct 
reports. One of the best solutions is to have a regular weekly 30 
minute one-on-one meeting. Part of this meeting shall be fully 
driven by the employee; the other part can be driven by the 
manager. 

Come to the meeting prepared, with the list of notes, tasks, and 
expected results for that week.  

MyDirects.com automatically generates a convenient 1:1 form for 
this week’s one-on-one meeting (click on the image to see the 
details). Please print out this form before the meeting. 

 

http://www.mydirects.com/Content/one-on-one_meeting_form.png
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 Regularly monitor the performance. MyDirects.com provides 
several mechanisms for monitoring performance: 

a. Performance indicators near the person’s name: 

 

b. List of notes for a period of time, including the 
performance flags (click on the image to see the details): 

      
 

c. Detailed performance report that shows the performance 
statistics, the history, and the examples of good and poor 
performance (click on the image to see the details): 

 
 

5. Every time when there is a mismatch between the expected 
performance and actual result, analyze what causes this difference. 
There are many possible reasons, for example: 
• The employee is overloaded and does not have enough time 
• The employee does not have the right skills 
• The employee does not work hard enough – problem with 

motivation 
• The goals or expectations have not been communicated 

clearly 

Try to come up with improvement ideas, discuss them with the 
employee during your one-on-one meeting and record the new 
goals, new tasks, etc. 

http://www.mydirects.com/Content/list_of_notes.png
http://www.mydirects.com/performance_report.htm

