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The Good, The Bad, and the HR

Rachelle Cabading and Lela Shadrick
Office of  Management Services 

Comptroller’s Mission

Make Government Work Better
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The Good

Emotional 
Intelligence in the 
Workplace
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The Emotional Leader

The Emotionally Intelligent Leader
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High EQ
Happier 

and more 
optimistic 

in life

The Bad

Dealing with Difficult 
People
Having Difficult 
Conversations
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A chain is only 
as strong as its 
weakest link. 

When we all 
help each other, 
we all grow and 
get stronger 
together.

Teamwork

Just because someone is stronger than 
you, doesn’t mean it weighs any less 

when they lift it.
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Civility & ConflictIngredients for a civil conversation

• Empathy: Feel the viewpoint. 
• Honesty: Speak the truth
• Respect: Value the voice
• Transparency: Clear intentions. 
• Trust: Rely on reliability.                    
• vvv

Civility & Conflict
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Difficult Conversations
• Feedback
• Positive
• Constructive

• Conflict
• Fight, Flight, Freeze and 

Fawn responses

Civility & Conflict
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The HR
• Hiring the Right 

Candidate
• I-9’s
• Timesheets
• Employment Laws

Hiring the Right Candidate

• Where do you post your jobs?
• Indeed
• Linked-In

• Interviews
• Behavioral-based questions

• Selection
• Job role fit
• Culture fit
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What to Ask and Not to Ask - Age

Age:
Instead of:
• When did you graduate?
• When do you intend to retire?

Ask:
• Do you meet the minimum age requirements for the job?
• Can you supply transcripts of your education?
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What to Ask and Not to Ask - Disability
Disability:

Instead of:
• Do you have a disability?

Ask:
• Can you perform the duties listed in the job description, with or without 

accommodation?
• If a worker has an obvious disability or reveals a hidden disability, you may ask 

the applicant to describe or demonstrate how he or she would perform job 
duties. 
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What to Ask and Not to Ask - Race

Race:
Questions about race during an interview are prohibited. 
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What to Ask and Not to Ask – Religion & 
Creed

Religion:
Employers may ask questions and receive information about religion only when 
a bona fide occupational qualification exists, such as when hiring a clergy 
person for a religious establishment.

Creed:
Creed is the shared beliefs of a community, which may include beliefs within a 
religion. 
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What to Ask and Not to Ask – Sex/Marital 
Status
Sex/marital status:

Instead of:
• Are you married?
• When do you plan to start a family?
• Do you have children?
Ask (if job relevant):
• Are you available to travel as required by the job description?
• Can you work overtime with little notice?
• Can you work evenings and weekends?
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What to Ask and Not to Ask – National 
Origin/Citizenship
National origin/citizenship:

Instead of:
• Are you a citizen of the U.S.?
• What country are you from?
• Where is your accent from?
• What nationality is your last name?
Ask:
• If you are hired, are you able to provide documentation to prove that you are 

eligible to work in the U.S.?
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I-9’s  

Complete the federal I-9 form and E-verify

Timesheet Recording 

• Various methods used to verify employee time

• Records should always be reviewed and authorized by supervisor

• Approaches to collecting data
• Exception basis
• Completed timecards or timesheets 
• Computerized system
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Important Employment Laws 

• Family Medical Leave Act 

• Americans with Disability Act

• At-Will employment  

• State and Federal Employment Posters

QUESTIONS?
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