Handling Conflict
at Work

Conflict isdefined asthe negative feelings experienced between people and groupsin
problematic relationships. Conflict at work can hurt the quality of your work and the
work of those around you. Conflictsarise in anumber of ways: disagreements between
co-workers, jealousy of positions or salaries, gossip, or office politics can all create
uncomfortable situations. When conflict rearsitsugly head, it'sgood to remember that
most conflictscan be solved by listening, talking through your problemsand even sometimes
realizing that your conflict hasfizzled out. Here are sometips on how to handle and help
avoid conflictsat work.

Things to Remember

* |f aconflictisbetween you and just one other *Try to avoid making everything into a
person, try towork it out between thetwo of you, competition (thiscan lead to suspicion, resentment
rather than bringing othersinto the conflict. andjedousy) or takingonan 1’ m better thanyou”

* Inaworkplace, everyonedeservesto betreated atitude.

with respect. Treat otherstheway youwant tobe * Give people the benefit of the doubt; don’'t
treated, and don’t put people down. automatically assumethat peopleare out to make
* Givecredit wherecreditisdue; if someonehas youlook bad.

helped you on aproject or proposal, make sure * Remember, everyonethinksdifferently and no
othersare aware that the person deserves credit one can read your mind. Don’t expect othersto
for helping. know what you' rethinking or what youwant done.

» Don't accuse peoplefalsely or beforeyou know o
thewholestory. Communication is key!

Web Resources

Resolving Conflicts at Work and at Home
http: //www.swedish.org/15310.cfm
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Common Practices that
Might Get You into Conflict

Gossip: Gossip hasafunny way of getting back tothe personit’s
targeted at. It'sagood ideato keep somethoughtsto yourselfin
order toavoid conflict.

Omiting Credit: Omitting credit to acolleague on aproject will
only resultin negativeactions.

Rudeness: Many timespeoplearerudewithout even knowingit.
Makean effort to aways say thank you and be kind.

Pointing Out Faults. Constantly pointing out minor faultsina
person’swork, approach, style or voice can makethem defensive
or angry; keep your criticismsconstructive.

Steps to Take to Amend a Conflict é)

* Beforereacting to aconfrontational coworker, dwaysthink first.
Didyou do something to provoke negative behavior froma
colleague?Wereyou rude? If yes, stop your actionsand smile
at that person, and make surethey know what you meant.

 Don't attempt to match another person’sbehavior. Twowrongs
don’t makearight. Confront her inacivil manner or let it pass.

Further Reading

The Big Sister’s Guide to the
World of Work by Marcelle
DiFacoand Jocelyn Greenky Herz

Resolving Conflicts at Work by
Kenneth Clokeand Joan Goldsmith

How to Reduce Workplace Con-
flict and Sress: How Leadersand
Their Employees Can Protect
Their Sanity and Productivity
from Tension and Turf by Anna
Maravelas

The Big Aha!: Breakthroughsin
Resolving and Preventing Wor k-
place Conflict by Bill Wiersma

The Conflict and Communication
Activity Book: 30 High Impact
Training Exercises for Adult
Learners by Bill Withers and
Keami D. Lewis

» Usehumor. Humor hasthe ability to make atense situation blow over. Try to point out something funny about
thesituation and dways smile. Remember to never use salf-deprecation or asarcastic tone (what you might
mean as ajoke can come across as arude comment to another person).

» Don’t complainto othersabout the conflict or the other person. The conflict isbetween you and that person, it
isnot an officewide event.

* Don't hold agrudge. No one expectsyouto be best friends, but becivil; smile, say hello, and you canjust keep
it at thet.

Most employers have policiesand proceduresfor handling conflicts between employees. | f you can’t work it
out yourself, you should go to your supervisor and see what they recommend for amending the conflict.

The Big Picture

Keepinmindit’snot just what you say that matters, it’sal so how you say it, how you act and your body
language. It iseasy to tell when someoneis genuinewith their actions or words and when they are
being fake. It takes much more energy to be upset or angry at someone than to be civil and kind.
Remember, he/she is your colleague, so chances are you will see him/her every day. Solve your
conflictinitsearly stagesin order to avoid an ugly situationinthefuture.

Sometimes conflict can bea positivething; it can start conver sationswhich spark new ideas
and projectsand strengthen relationships. Follow the steps and suggestionsin thistip sheet
and you should bewell on your way to being ableto handle conflict at work if it ever arises.
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