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ABSTRACT

The importance of developing good personal and Human Relation skills at the
wor kplace cannot be overemphasized. Hence, this paper attempts to examine the
elements of human relations, as well as discuss the skills necessary to work with
others harmoniously and efficiently in tertiary Institutions. How the employeeis
perceived by superiors, supervisor and co-workers plays a significant rolein the
day-to-day relationship at the workplace and has a major role to play in the
future of his career. Employers appreciate employees who get along with people
at all levels therefore, they seek employees who have good interpersonal
relationship in areas such as communication, problem solving, and teanmwork.
Conclusively, an understanding of one's own capabilities and limitations in
terms of knowledge, skillsand personal traitsisespecially important in developing
human relations in the work place.
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INTRODUCTION

Working well with othersinvolvesunderstanding and appreciating individua differences. It
asomeansusing thosedifferencesto one sbest advantage. Dedling with human relationships
isacomplex subject that is often given inadequate attention at the work place. Each
individual inagroup hasaparticular and unique personality stylethat hasbeen shaped by
their experiences. Therearedifferent typesof persondity characteristics. Someindividuas
arequiet; otherscould beexpressive, analytica, reserved, shy, and reactiveto mention a
few. With training and experience, itispossiblefor amanager or supervisor to someextent
predict how agroup of workerswould react to different situation.

A number of recent studies (A ppleby, 2000; Johnson and Fried, 2002; Yancey,
2001) havefound that themost critical job skill anew employee needsto possessisgood
persond skills. Appleby (2000) asks 39 employerswhat job skillsweremaost important in
making hiring decisions. Social skillsranked first. Yancey (2001) asks 76 recent BA
psychology graduates and 44 recent master’ spsychol ogy graduateswhat job skillswere
most useful tothemintheir current jobs, persona skillsranked first. When Johnson and
Fried (2002) ask 144 psychology graduateswhat job skillswere most useful to themin
their current jobs, they again submit to personal skills(observablebehavioursuniqueto an
individual). Based ontheseresults, it iseasy for expertsto advise undergraduates and
those already empl oyed to seek out opportunitiesto develop their personal skills. Itis
important to make, even a asurfacelevel, some determination about onesalf and how one
islikely to affect the group one belongsto before getting to know each other. Theway one
acceptsand reactstoissueisimportant in determining one’ sbehaviour.
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Ontheother hand, getting to know oneanother isafast processand themorethe
group changesand the larger it getsthelonger it takes. It ishard to trust strangers and
workplace demandsagresat deal of trust. Many organizations neglect this, assuming that
the*business’ ismoreimportant than their relationships. It can be easy to incorporate
socid activitiesaspart of businessmeetings, but the group should also hold purely social
gathering, wherethe point isto havefun, share stories of whereyou grew up, important
turning pointsinyour life, your admirersand much more. However recognizing your
persondity style, theneedsand limitationsit placesyou under, isakey stepinunderstanding
how to go with the group. Thisstudy hence examinesthe relevance of good personal and
human relationsskillsamong educationa adminigratorsin Nigeriatertiary inditutions. The
amistoexposeto educationa adminigratorstheimportanceof incul cating among members
of the academic community the necessary skillsto work with othersharmoniously and
effectively.

THE RELEVANCE OF GOOD PERSONAL AND HUMAN RELATIONS
SKILLSAMONG EDUCATIONAL ADMINISTRATORSIN NIGERIA

Theacademic sysemismadeup of asyndicateof peoplewithdiverseculturesandtraditions
whichinvariably influence behaviour and attitude anyway they go. Hence, culture also
playsanimportant rolein communication. The samebehaviour can send different messages
indifferent cultura contexts. In our globa society, we often comeinto contact with people
of different cultural backgrounds, anditisentirely possiblethat our colleagueshave
different backgrounds. Understanding the communication stylesof an ethnically diverse
ingtitution such asauniversity or college of education cannot beover emphasized. Thefirst
thing to redlizeisthat one' sassumptions about how to communicate with othersmay not
beuniversal. Moreover, oneshould beaware of the preconceived ideas about other cultures
that one may be bringing to theinteraction process. Quite often, assumptionsthat are
taken asstatementsof obvioustruth areactually based on incorrect, incomplete, or over-
generdizedinformation. Being aware of one' sassumptionscan help oneto noticewhether
oneisviewing someoneasaperson withindividual characteristicsor asageneralized
representative of agroup.

Smilarly, gender candso play arolein shaping thewaysinwhichweinteract with
each other. This is made more complicated when combined with cross-cultural
communication, because various cultures have different ideas about the proper waysin
which men and women behave. Onceaperson hassengtized himvhersdf totheimplications
of cultural differences, he can beginto appreciatetherich variety that our multi-cultural
world offersus. According to Oche and Okeke (1997), thereisneed for every educationa
adminigrator such asDirectors, Deansand Heads of Departmentsto gpply human relations
principles. For an educationa administrator to do thissuccesstully, Ocheand Okeke (1997)
posit that he should be conversant with thefollowing elements;

Human worth and Dignity: Intheschool setting, when faculty membersaregiventheir
dueregard and recognition by the Dean or Director, it isquite obviousthat such members
will putintheir best toward the attainment of theingtitutional objectives.
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Recognition: Theapproval of desirable behavioursin studentsisan essential element
that school administrators need to give specia attention. Their contributionsasfaculty
members should be recognized. Consequently, they need to be motivated through
acceptance of desirable behavioursand incentives.

Communication: Thisisthetransmission of informationwhichinvolvestheinterchange
of facts, thoughts, val ues, judgments and optionswhich can takemany formssuch asface
to face conversation, telephone calls, letters, or reports. Institutionswith good human
rel ations succeed because they have effective channelsof communicationthat areclearly
defined. Thus, teaching andlearning could begrestly enhanced through good communication
channds

Cooperation: There should bemutual trust, understanding and acceptancein any group
activity intheingitution. For instance, Dean of facultiesshould cooperatewithther lecturers
intheareathey haveinterests. Meaningful progressor organizationa devel opment can be
achieved in workplace only when both the subordinates and the superiors demonstrate
Spirit of cooperation.

Participation: Thisisanother important e ement of human reations. L ecturersand sudents
should beallowed to beinvolvedin activitiesthat concerntheir careers. Lecturersshould
participatein staff conferences, interviews, staff meetings, and consultation meetings. This
element of participation could be achieved through the encouragement of departmental
associ ationswhere contributions are sought for acommon purpose.

DEVELOPING GOOD PERSONAL AND HUMAN RELATIONSSKILLS

Empathy: Thefirst key to working well with peopleisto develop empathy. Thismeans
the ability to put oneself in another person’sposition, to seethingsfrom one's point of
view. In particular, aperson needsto understand his/her colleaguesor superiorsvery well.
Showing respect and empathy helps a person to adjust to his or her new rolein the
organization. About empathy, Yancey (2001) writes that to achieve human relation
competenciesonemust:
. Effectively trandateand convey information.

Beableto accurately interpret other people’ semotions.

Besengtiveto other people’ sfedings.

Camly arriveat resolutionsto conflict.

Avoid gossip.

Beingpalite.
Work Attitude: Attitudeistheway wethink, feel and act towardsan object or person. A
negative and unproductive attitude could be corrected through the process of attitude
change. Itinvolvesabandoning negativeatitudefor apogtiveone. Thedtitudeof auniversty
worker indicatestheway theworker thinksfeelsand actstowardshisor her job. Success
inany facet of endeavour isdeeply rooted in attitudes, not in aptitudes. The personwho
hol dsthe negative, despondent, fearful , timorous, anxious, or sorrowful menta attitude,
seemsto be creating forcesthat make people sad, discouraged and anxious. Generally
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work attitudes areinfluenced by our beliefs, job knowledge, environment and personal
purpose.

Communication Style: Itisnatural for peopleto communicatewell with thosewho have
the same communication styles astheirs. A person can aso learn to improve his/her
communication skill with peoplewho use stylesdifferent from theirs. However, thiscan
enhancethe person’seffectivenessin many different Stuations. Thefirst stlepisrecognizing
the basic effectiveness of communication style. David and Roger (2002) in personal
styles and effective performance, propose one useful model for understanding how
peoplecommunicate, thus:

TASK ORIENTED PERSON
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Fig. 1: Process Oriented Person. Adapted from David and Roger (2002)

Themode includesfour basictypes: thedriver, theandytica, theamiable, andthe
expressive. Most people have some e ements of several types, with one more prominent
thantheothers. Peopletend to get dlong well with othersof their owntypeand oneor two
compatibletypes, whereas some combinations clash. Being ableto identify thetypes,
allowsaperson to use appropriate methods to minimize clash. The concept behind the
categoriesisthat peoplediffer ontwo scales. whether they emphasize tasks or people
more, and whether they usually ask questionsor make statements. Whereapersonfalls
aong thoseaxesdetermines his’her communication style, asthediagram aboveillustrates.
People who tend to focus on tasks and on telling thus are Drivers, whil e task-oriented
peoplewho focuson asking areandytical. Notypeisnecessarily better than another, they
arejust different.
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A task-oriented person isonewho getsgreat pleasurein getting resultsand he or shecan
help thegroup get organized. Thetask oriented person can exhibit skillsthat could helpthe
group to summarizeinformation, add factsor urgethe group towards concrete proposals.
A process-oriented person isonewho gets pleasure fromworking with people. He/she
wantsto make peoplefeel good about what is happening, and seetheworldinterms of
relationships. He or shetends not to beinterested so much in facts and the consequences
of thefactsand may al so be disorganized, and easily losetrend of the current discussion.
Peopleinthiscategory tend to care more about getting at peopl€ sfeglingsthan worrying
about detailsor results.

ActiveLigening: Activeliseningisaskill, which enhancescommunication, andimproves
humanrelations. In activelistening aperson listen carefully, then paraphrases what he/she
hasheard, withthe goal of supporting and drawing out thefeelings of the speaker. When
thisis done well it validates a person’s feelings and encourages him or her to fully
communicate. Activelisteningisaskill that aperson can usein his’her work placeaswell
aspersond life. Activelisteningisaparticular way of engaginginaconversationinwhich
attentionisfocused primarily on one person, with thelistener fully engaged in absorbing
and responding to what the speaker is saying. Journalists, public servants, counselors,
businesspeople, teachersand parentsall find thisskill useful.

Thereare several componentsto activelistening. In an environment such asthe
United States, eye contact iscrucial to showing that apersonisinterested in what the
speaker issaying. If aperson wasraised in aculturewheredirect eye contact isnot the
norm, he/shemay findit alittleuncomfortable, but it isone of the best waysto convey a
positive messageto one' scolleagues. If onehasadirect, friendly and rel axed expression
on higher face, it conveysamessagethat oneislistening attentively.

Rather than sitting silently whilethe other personis speaking, an activelistener
makes avariety of responses. Thelistener may encourage the speaker to continue or
elaborate on what he or sheissaying. Thiscan beassmpleasnodding one'shead, saying
“Mmhm”, or asking specific questions designed to encouragethe speaker to gointo more
depth on thetopic. Theimportant thing to remember isthat such responses should not be
doneinamechanica or absent-minded way; otherwiseit may seem asif oneisnot listening.
Activelistening doesnot only promote good rel ationship, but al so enhancesaperson’s
ability to understand and remember what he/she hears. Wewill find many opportunitiesin
our livesto put activelistening into practice.

SKILLSFORDEALINGWITH DIFFICULT PEOPLEIN
THEACADEMICSYSTEM

Sofar we havetalked about how to identify typesof peoplefrom apositive perspective
and also active listening in order to enhance communication and improve personal
relationship. What about dealing with peoplewhose personal styles create problems?In
thispart of the presentation, wewill look at typesof difficult people, and identify some
strategiesfor responding to them effectively. First, let usthink about people we have
encounteredinour livesand ask haveyou ever met abulldozer, funny person or very quiet
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person or other types?We may recall thekindsof interaction we had with them?Wea so
need to consider our own behaviour. When we are at our worst we need to think about
waysthat we can respond constructively to difficult peoplewhen weencounter them, we
need also to think of waysto avoid becoming difficult ourselves.

Sharing Feelings: There can be undercurrentsof bad feelings, which don’t get talked

about. Onetechniquethat can bring thisout isto do afegling circle, inwhich everyonein

thegroup expresseshow they arefedling. For thisto work, someground rulesare needed:
Only one person speaksat atimearound thecircle.

Nodefensveresctionsarealowedinthecircle.

Start your contributiontothecirclewith”|”.

Thegoa sof thefedlingscircle should bewritten down and placed whereeveryone
can seethem. Theway fedling circleswork, isfor membersto smply statewhateverison
their minds. For example, amember might say: “I’ mfeeling disappointed because no
one hel ped me enter scoresyesterday” . Thishel psfocusthegroup onfeelingsand also
candefinesomelarger issuesfor discussion. For thiskind of sharing towork itisimportant
that the circle not beinterrupted by defensive answers, but that each personisallowed to
spesk without interruption. Participantshaveto befreeto expressfedingswithoutimmediate
reaction. If thisbecomes part of themeeting routine, even very shy individualsmay come
toexpressthemsalves. A niceadditiontothisistoadd“| really appreciate...” round at the
end. Sometimesfeeling circles can befocused on aspecificissue. They can beaway of
dedling withaparticular issue, aconflict betweenindividuds; anindividual’sbehaviour, or
even as a healing source for someone who loses afamily member or has some other
personal criss. Or they can begenerd in nature, focusing on getting to know oneanother’s
historiesby responding to set questions such as: astory from my childhood, peoplethat
areimportant to me, lessonsinlifel havelearned and who taught them, the most important
thing | ever did, themost dangerousmoment inmy life. Thesekindsof sharing circlealow
peopleto learn about each other in new ways.

Assertiveness: You are an assistant lecturer and your Supervisor isaDirector of school,
itispossiblethat agpecid dynamicwith relationshipto power may comeinto play. Directors
Or supervisors are accustomed to being in a position of power in relation to assistant
lecturer. Either they have authorities directing assistant lecturer or they arethe bosses
directing assistant lecturersin whatever work that needsto be done. Assistant L ecturers
areinaclearly subordinate position relativeto their directors/supervisors. They should do
whatever their directorstell them to do. In thiswe both can work asateam trying to
achieveacommon god: theimprovement of teaching.

InaBook entitled: Your Perfect Right: Communication Styles, Robert (2002), makesthe
following points. “ Some peopleare afraid to be assertive becausethey fed that refusing
arequest will result inregjection by others. They may not want to seem confrontational.
Moreover, being asked to do things might make them feel important, even when the
tasksareexcessive’ . Again peoplemight feel that if they say “no” to asupervisor, they
won't advancetheir careers.
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Itisimportant to add thet thisisoftentrueof junior lecturers, who may beparticularly
afraid of speaking up to their Head of Departments. Of course, they should alwaysbe
respectful and polite. They don't need to be defensive about refusing an unredlistic request.
If ajunior doesso early enough, thereisno need to be angry about it, either. Subordinates
need to bereasonableand friendly, yet firm when appropriate. Thesetacticswill serve
themwell inal areasof life. In summary persona/humanrelation skillsinvolvesL eadership,
networking and teamwork. Employeesare expected to march their talentswith employers
expectations. L eadership involvesmentoring, decision making, delegation and motivating
others. Networking entail ssalf confidence, network building and effective communication.
Ontheother hand, teamwork involvesmentoring, group work, decision-making, delegation
and collaboration. The diagram below summarizes persond skills.

Leadership
Mentoring
Decision making
Delegation
Motivating others

Networking
Self Confidence
Network building
Effective

Communication

Mentoring
Group work

Decision-making
Delegation

Collaboration

IMPROVING PERSONAL SKILLS

No matter how hard you work or how many brilliant ideasyou may have, if you can’'t
connect with the peoplewho work around you, your professiond lifewill suffer. Thegood
newsisthat there are several concretethingsthat you can dotoimproveyour socia skills
and becomecloser toyour colleagues. All of thesetipswill ultimately help you succeedin
today’ sworkingworld. Try thefollowing tipsfor improving interpersond skills:

1. Recognition: Theability of staff both asanindividua and asagroup should be
recognized. The Dean and Heads of Department should alow themembersof his
staff someleadershiprolesintheir variousskillsand at different levelsand group
Stuations. Lecturersshould be giventheauthority and respons bility for their day-
to-day functions. With thistypeof recognition, each staff member will bemotivated
to cooperate and put hisbest for asmooth running of thefaculty.

2. BeAppreciative: Find one positive thing about everyoneyou work withand | et
them hear it. Be generouswith praise and kind words of encouragement. Say
thankswhen someone hel psyou. M ake colleaguesfeel welcomewhen they call
or stop by your office. If you let othersknow that they are appreciated, they will
want to giveyoutheir best.
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3. Pay Attention to Others: Observe what’s going on in other people’s lives.
Acknowledgether happy milestonesand expressconcern and sympathy for difficult
gtuationssuchasanilinessor desth. Dedl with lecturersindividudly and collectively
withaview tofinding out their problemsand gettinginvolvedintheir welfare.

4. PracticeActiveLigtening: Actively listeningisaway of demonstrating that you
intend to hear and understand another’ spoint of view. It meansrestating, inyour
words, what the other person hassaid. Your co-workerswill appreciate knowing
youredly do listento what they haveto say.

5. Resolve Conflict: Take a step beyond simply bringing people together and
become someone who resolves conflictswhen they arise. Learn how to be an
effective mediator. If coworkers are bickering over personal or professional
disagreements, arrange to sit down with both parties and help sort out their
differences. By taking on such aleadership role, you will garner respect and
admirationfromthosearound you.

6. Communicate Clearly: Pay close attention to both what you say and how you
say it. Being aclear and effective communicator hel psyou avoid misunderstandings
with co-workers. Verbal el oquence projectsanimageof intelligenceand maturity,
no matter what your age. If you tend to blurt out anything that comesto mind,
peoplewon’t put much weight on your words or opinions.

7. Empathize: Empathy meansbeing ableto put yourself in someelse’sshoesand
understand how they feel. Try to see thingsfrom another person’s perspective.
You can hel p yourself with thisby staying in touch with your own emations, snce
thosewho arecut off fromtheir fedingsare often unableto empathize with others.

CONCLUSION

Thisstudy reviewstherelevance of good personal and human relations skillsamong
educationd adminigratorsin Nigeriatertiary ingtitutions. Theaimisto exposeto educationd
adminigratorstheimportance of incul cating among membersof the academic community
the necessary skillstowork with others harmonioudly and effectively. Asanindividua
member of aninstitution you will find your strengthsand areasthat need improvement
through relationship within and outsi de the Organisation. Infact, an understanding of one's
own capabilitiesand limitationsintermsof knowledge, skillsand persond traitsisespecidly
important in devel oping human relations. Themoreinsght individualshaveinto their own
behavioura traitsand the effectson themembersof their team, themore effectivethey are
likely tobeinther interpersond relations.
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