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LEADERSHIF

Management with Leadership Questionnaire /'cl, /

Ouilined below and on the following page are 20 questions ¥ou are fo answer about yourself
I simpl questioanir th il gveyou .ick smapatlock r whthe you endency

15 toward manazement, laadarship, or a balance betwaen the two. Thare are no izht o Wrong.
answers. .\mdmmmmdmmmmmmmmmEmm Yous answers are
on an interval scale with | answ 1918 quston. and 5 nswering e 1 he s
on 1 yous atwer o ol 2 ahsuge es o o, o il a e somewhere I batwees
Once youCompler oe quissans, follo e ivecrans at the s of e quasionsaire

[———

1. T periodically walk arvund the office to check conditions 12345
and make sure sveryon is working ar fall capacity.

2. Ipersomally review all projects assipmed w ensure accuracy. 1 2 3 4§
3. Whena persan is upset about something, Tfeel it is my 12345
respansibility to make resparces known and available io

halp resolve the problem.

4 Inmyabsence, Thave confidence in other prople’sabilily 1 2 3 4§

o parform assiznmenrs successfully

5. Within my office, | support other manazement decisions 12345
and actions even though [ may do things differenty.

6. Inmy office, mesting the “stanss quo™ is not enouzh. 1234
7. The reward of 2 job well don comes from within 12345
8. Task people within my office for heir deasand suggestions 1 2 3 4 5
abour the best way to deal with apsrarional problsms.

0. When Iassign projects, T encourage employess fobandleit 1 2 3 4 §
the way thay thirk is best

10. Job descriptions suffice 1o define an indvidwal'srealmof 1 2 3 4§
autherity and responsiiliry.

11. On priority projecss, T dewsil our e oxder in which ks~ 1 2 3 4§
are to be compiered

12. Tencoumge peopls to set their own zoals. 12345
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Sample Workbook Pages

LEADERSHIF

— Overview

Leadership is a program that provides you with the essential information and skills needed
for you to exncel as a leader.

Short-Term Meetings

I0TT-1 €110 MEETINZS

This program develops vour leadership skills by using followership as a method to
determing your leadership abilities. You will leamn o identify and apply the skills of
oither effective leaders, work with negative emotions, deal with value challenses, and
still gain followers.

Leadership is desizned for you fo actvely participate with your pesrs in the Taining

workshop. This training program encourages you to improve your knowledge and skills
by inteerating your work-related sitoations into the workshap.

Course Objectives

Crur goal is to build preater personal skill and confidence in your ability to provide
leadership in the ormanization by focusing on the arsas listed below. Skill Practice

. n Distinguishing Berween Leadership and Management

u ldentifving and Applying the Skills of an Effective Leader

n Ideniifyimg “Blocks"” to Leadevship

u Recognizing the Emotional Level of Ghihers

n Using Listening and Ouesioning 3%ils to Develop Rappert

n Determining How io Position Ideas and Selusions to Gain Folowers
n Working Wit an Angry Person

n Managing Four Own Emotions

n Dealimg with Challemges to Vitlnes

n Resohving Differemces in Facrs

= Skl Proctice Conching
T Personal Objectives 'V )

] In this section of your warkbook, write ouf ons or two personal abjectives you would like
to accomplish by the end of Leadership. Use these abjectives as your measuring toals to

halp you determine whers to focus your energies during the workshop. Try to limit your

initial ohjective to abeut 10 to 15 words and maybe one or two bullats. As you get mto the
exercises and talk to other participants, you can modify your objectives.

=

Skill Practice Coaching Checklist v

Does

What W

-

pf an Effective Leader Exercise

What Could Use [mprovement?

© 2011 Brainstorrs Dhynamics
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LEADERSHIP

Leaderzhip is a progran
for you to encel a3 a leg

This program develops|
determine vour lsaders]
other effective leaders,
still gain followers.

Leadership is desizned|
workshop. This maimin
by intezTating your woj

Crur poal is to build gy
lzadership in the orzany

u Distinguichi
u Idenijfying o
u Idenijfiing |
n Recognicing|
n [sing Listeny

In this section of your 4
to accomplish by the ey
halp you determine why
initial shjective to aboy
exercises and talk to off

© 2011 Brainstorrs Dhynamics

Management With Leadershi

A key element in being a leader is knowing when to use vour managenial skills, when touse -
vour leadership skills, and when to combine the two.

Crutlined below is a simple comparizon betweean management and leadership. Youcan sas
that beth skills rely on each other and work well together. The tendency for many managers
15 to focus mare on the managemesnt side, simply becase that's where they e most comfor-
table.

Leadership is an entirely different set of skills. You can see that i be miccessfol as a leader,
vou must be able to create compelling teammwrark by being influential persuasive, and con-
vincing. Working well with peopls takes creativity, and a real willingnsss to want to belp
others.

Management Leadership
= Good at putting resounces together. = Goed at puttng people togather
= Comfortable uzing data, information, & Comfortable using persuasiveness, feslings,

toals, materials, procedures, and ideas i emofons, influence, credibility, and trast, to
communicate decisions, directions, and ask for decisive actdon and commitment from

expectations others.

= Strives fo find an efficient way o plan, & Strives to find a convincing way to obdain
organize, coordinate, and contral the whaolshearted followers to prodiace the goal
actions needed fo produce the goal

The Rezult Gener I

u Job Accomplished . . but not always  w Teamwork Engaged . | assuming
as well as dezired or as well as it could competent management has been added.
bave been done.

v This is Why People Wani fo be Led, Not Just Managed!

* Managing Withour Leadership is Simply Not a3 Powerful or Productdve!

Short-Term Meetings

Skill Practice

Coaching
Tona . T

Skill Practice Coaching Checklist

P

What Could Use [mprovement?
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Leaderzhip is a progran
for you to encel a3 a leg

This program develops|
determine vour lsaders]
other effective leaders,
still gain followers.

Leadership is desizned|
workshop. This maimin
by intezTating your woj

Crur poal is to build gy
lzadership in the orzany

: n Distimguishil
u Idenijfying o
u Tdenijfying

n Recognicing|
n [sing Listeny

u Defermind
-wwm:—ul:%
n Minaging
| it

n Resofving IY

] In this section of your 4
to accomplish by the ey
halp you determine why
initial shjective to aboy
exercises and talk to off

© 2011 Brainstorrs Dhynamics

M

A key zlement in being af
vour leadership skills, anf

Crutlined below is a simp|
that beth skills rely on =
15 to focus mare on the m
table.

Leadership is an entirely
vou must be able to creat|
vincing., Working well of
others.

Alanazeme|
Good at putting resou]

= Comfartable uzing dag
toals, materials, procedu]
communicate decisions, 4
expeciations.
= Strives to find an effig
organizs, coordinate, and|
actions needed fo produc

u Job Accomplished . . |

as well as desired or as wi
bave been done.

v This is Why People A
* Managing Withour L{

LEADERSHIF

Management with Leadership Questionnaire V

Crutlined below and on the following page are 20 questons you are to answer aboat yourself
It"s a simple questionmaire that will give you a quick snapshet look at whether vour tendency
15 toward manazement, leadsrship, or a balance betwesn the two. There are no meht ar wrong
amswers. And don't iy to read oo moch into the questions or the answers. Your answers are
on an interval scale with | answering “po™ to the question, and 3 answering “ves™ to the gues-
tion. If your answer i not an absalute ves of no, then circle a mmber somewhers in between.
COmece you complets the questons, follow the directions at the end of the questonnaire.

He Sowtmss Ve

1. I periodically walk around the office to check conditions 1 2 3 4 5
and make sure everyons is warking at foll capacity.

1. I persomally review all prajects assipned to ensure accuTacy. 1 2 3 4 5
3. When a person is upset about semething, T fzal it is my 1 1 3 4 &
responsibility to make resources known and availabls to

help resolve the problem

4. In my absence. I have confidence in other people’s ability 1 2 3 4 &
to perfiorm assiznments successflly.

5. Within my office, I support other manazemesnt decisions 1 2 3 4 5
and actions even though I may do things differently.

4. In my office, mesting the “statis que” is not enoazh 1 2 3 4 5
7. The reward of a job well done comes Som within 1 1 3 4 5

£. I azk people within my office for their ideas and suzpestions 1 2 3 4 5
about the best way to dzal with operational problems.

9. When [ assipn projects. I encourags smployess to handle it 1 2 3 4 5
the way they think is best.

10. Fob descriptions suffice to dafine an individual's realm of 1 1 3 4 5
authority and responsibility.

11. On priority projects, I detail out the order in which @sks 1 2 3 4 5§
are to be complatzd.

12, T encourage people to set their own goals. 1 1 3 4 5

11 Practice

actice Coaching
rr— Teaia

ce Coaching Checklist
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LEADERSHIF
Managen| - . X =
Skills of an Fffective Leader Exercise -’1/
T M Outlined below and on
o =20 It's a simple questionnaf Dhisoass m your small group the leadership skills you believe are necessary to deal with each
Leadership is a prograg R is toward manazement, of the listed simations below and on the following page. Wiite down the ideas your group
for you to excel a3 2 leg A ey element in being a answers, And don't oy develops for each sinuation. Also talk about how vou would apply the skills i sach siuation
your leadership skills, an on an interval scale with
This program develops| ) L tion. If your answer is o 1. You are brainstorming with your team and you notice that whensver you give an idea,
determine vour leadens| Crutlined below & a simp! Omce you complets tha the team accepts your idea as the ons best way, no matter what you say. How do you
other effective leaders, that both skills rely on e handls this simaation”
still gain followers. 15 to focus mare on the mf
table
Leadership is desizned| 1. I peripdically walk arf
workshop. This trainin Leadership is an entirely and make sure everyons)
by infegrating your woj vou must be able to creat| )
! vincing., Working well of 1. I persomally review a
" others.
— 3. When a persan is ups
Cur goal is to build gre A responsibiliny to make o
leadership in the orgax) Alanaseimey help resolve the problen
: n Distinguishil H Good at putting resouy 4. In my absence, T havd 1. You are brainstorming with your team and you notice that your ideas are immadiately
w Identifving d ] To paTfamm 23sigrmwants rejectsd. Do matter what vou say. How do you handle this sirmation?
n Idenifiing = Comfartable uzing dat
| n Recopnizing todls, materials, procedur 5. Within my office, I 5
n Using Lisen] commmmicate decisions, g and actions even though|
n Determining expeciations. )
n Working Wil 4. In my office, mesting
n Managing ¥| = Strives fo find an effid . .
n Dealfing with organize, coordinate, and 7. The reward of a job o
n REesohing Dy actions needed fo produc
£. I azk people within m|
— about the best way to de
_ 9. When T assi jact — sitting i : o - -
N In this section of your § ) Lh.ewwnh.enlﬁ.kpi?ba 3. You are 5itting m 2 taam meeting and the team ks just decided Lot o do any cross
to accomplish by the e u Job Accomplished . . | Ty Foe) Tainmg because team members are content with their current position. You think this
help mﬂmnﬁne whl as well as desirad or a5 w 10, Toh dascrintions sl deciston could cause problems. How do you handls this sifuation”
initial ohjective to 2bo] have been done auihoriry and esponsi
exercises and talk fo of rEpe
 This is Why Peaple 1 11. Oc priesity projects,
" Managing Wikour 12, T encourage people tf

© 2011 Brainstorrs Dhynamics
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Facilitator Selection Criteria

Listed below are the performance factors vou should Ty to exhibit throughout the workshop.
These factors will help vou be a more effective and successful facilitator for the Leadership
procram.

Short-Term Meetings
1) Confidence

* Good Posture, Contrelled Gestures, Energized Voice, Sincere Eve Confact, Neat
Appearance

2) Positive Attimde

* Crpen-Mindad, Positive Mindset, Expects the Session to be Successful Able to Pat
Aside Negative Thoushts and Feslings

3) Effective Liztening
= Ahble to Prove Full Attention. Clarify and Confirm and Prove Respect

Skill Practice

4) Coaching Ahdliry
* Strong Observation Skills, Able to Clearly Indicate What Participants Do Well, Able to
Provide Meaningfal Suzgestions for Improvement

£) Effective Verbal Skalls

* Geod Command of the English Lanzuage. Dioes Mot Use Slang, Burz Words, Jargon,
Acromyms, etc, Able to “Paint Picnmes™ With Their Wirds

6) Enthusiasm

= Vizible Energy and Intensity, Good Movement. Smong Voice, Very Obvious Facilitator
] ‘Wants to Lead the Session —

71 Action-Oriented

* Take-Charge Attnade, Takes Fasks by Providing Insishts, Ideas, etc., Keeps the Session Skill Practice Coaching Checklist Va
Moving at a Good Pace. Thinks Cuickly, Is Very Flexible -

8) Good Organization Sklls

* Maintains Caontrol of the Session, Stays on Eey Podnts, Well Prepared, Good Adminds-
trative Skills - Flip Chart Use, Breaks, efc.

&kdll Practice Coaching
fec o E— Teedid el Congios

What Went Well?

of an Effective Leader Exercise

What Could Use [mprovement?
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Fag ) .
Short-Term Meetings
Listed below are the perfod
These factors will halp youl If you are going to facilitate this propram in a series of shont-term mestings instead of two-days,
proEmam. divide the program mto the seven segments listed below. Each sezment of the program will nm
from around 45 mimtes to thres hours.
1) Confidence
. Desmze. Col Segment 1 - Leaderzhip, and Manazement With Leadership
Appearance * Workbook pages 1 - 10
2) Positive Attimde Sezment 2 - Skills of an Effective Leader, and Blocks to Leadership
* Open-Mindad, Po . _
e e Workbook pages 11 - 15
. . . Segment 3 - Fecogmizing Emations, Listening Responses, Listening Acknowledgment =
3) Effective Listening megﬂkﬂshmnsaEﬁerweLmqumeumgSkﬂ]sEmmﬂ Skill
* Able to Prove Full
* Workbook 16-32 Skill Practice
4) Coaching Ability Fages
.5 o . mld-mmmmmmmmmmmﬁmp«mmm&m
Provide Meaningfl Exercise
£) Effective Verbal S} * Workbook pages 33 - 39
» Good Command o Segment 5 - Presenting Ideas and Solntions, Concluding Interactions, and Skill Practice
Acromyms, tc, Ab
= Workbook pages 40 - 48
6) Enthusiasm - . )
Segment § - Working With An Angry Emplovee, Controlling Vour Anger, Using Self-Talk, and
= Vizible Energy an| Skill Practice Skill Practice Conching
Wants to Lead fhe 4 rna - o e e e PP
= Workbook pages 49 - 35
) Action-Oriented
) Segment T - Dealing With Challenges to Values, Vahee Challenge Exerriss, Resolving ) . .
* Take-Charge J’lﬂl; Differences in Facts, Resolving Differences in Facts Exercise, Skill Practice, and Identfying Skill Practice Coaching Checllist
Moving ar a Good Crpportunifiss
8) Good Organization « Workbook pages 55 - 73
* Maintains Caontrol
trative Skills - Flip

What Could Use [mprovement?
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: |
Fag
Listed below are the perfod - -
These factors wil help yod IF you aze going to fcilia Sample Two-Dayv Agenda
prosmaL fode the program i M The times listed beliw are approximate and should be used aly a5 2 basic Fuidstine. Tt's mars
1) Confidence mmpartant to allow the participants to spend time in the exercizes that benefit them the mest. You
Segment 1 - Leadership, 3 ca.neasﬂ)mn-dlfﬂhzsemnﬁ '_I‘q'm:wlgtﬂledﬂdrnnwurwrhm Ohbserve the partici-
* Good Posture, Cof pants and make your time decisions accordmgzly.
WEIIE =T
Wozkbook pages Opening the Workshop 20 mimutes §8:30- E50 o
1) Poszitive Attitnde t2-5kills of an |
Segmen ora Leadership 15 minutes B50- 05
* Crpen-Mindad, Pol - Workbook
Aside Nezative Th L Leadership Exercise 30 mirures 9:05 - 933
3) Effective Listening ng“mg :iseg, Manazement With Laadership 15 minutes 8:35- @50
- Able to Prove Ful Practicz Break 15 minutes £:50 - 16:05
i o = Workbook 5 1 Practice
4) Coaching Ability FaE Management With Leadership Exercize 10 minutes 10005 - 10:25
. Sezment 4 - Guidslines fio
» Smonz Chsarvatiq i } t With i jommai 20 minates 10:25 - 10:45
A Meani Exnarcise Manazzmen; Leadership Croestionmaire
- - T Skills of an Effective Laader 45 minutes 1045 -11:30
£) Effective Verbal SY Werkiaoak pagas
- GedC 14 Sesment 5 - Presenting 14| Skills of an Effective Leader Exercize 30 minates 11:30 - 12:00
Acromyms, etc.. Al - Workbook pases Lunch 60 mimutes 1200- 100
6) Enthusiasm Segment § - Working Wi Blocks to Leadership 30 minates L0~ 130
= Visi ; Skill Practic ctice Conching
e Enecgy an # Recomizing Emations 20 mimutes 130- 150 et
Ti Action-Oriented " Workbook pages Listenmz Responses 30 minutes 1:30- 220
Sezment T - Dealing With) . -
* Take-Charzz ﬁtﬁ; Tiiffarsnces iu.Fﬂ;FRem Break 15 minntes M- 235 e Coaching Checklist
Listenmz Acknowledzments 10 minutes 1:35- 43
8) Good Organization| - Workbook
pages Listeming Exencise 20 minutes 145 305
* Maintains Caontrol
trative Skills - Flip Effective Use of Cuestions 15 minates 3:05- 320
Cuestioning Skills Exercise 30 minates 330 - 350
Skill Practice 60 minntes 3:30- 250
3
123 4 5
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1
Faq inz the Workshop - Continued
Listed below ar the perfon g or errars. They're m_"ulls._: nntfail.uns That's a hu; disiil:ﬁuniu_vud dtﬁntl.ns. 'E.ﬂﬂt
These factors will halp youl If you are going to facilitag =2 you want to try to do is minimize the failores, the times when you give op, and maximire
program. divide the prozram inte thy i} i the risks by taling action more often.
from around 45 mimes to The times Listed below are
1) Confidence mpareant to allow the par Vou'll see this conrse is desizned to give you the confidence and skills to fake risls, to try
Segment 1 - Leadership, 3 can easily modify these i pew things, maybe behave differenfly. The key is to hang in there long enongh throngh
* Good Posture, Cof pants and make your time vour risk-taling so yon get to feel the resulis, and see the profound podtive impact you can
Appearance = Werkbook pages ) . have on people, regardless who they are. If yon are able to do this, then I know yon won't
. O . Opening the Warkshop give up.
2) Positive Attimde Sezment 2 - Skills of an F )
ndad 7o Leadership There are some risks here in the training class. The biggest risk is you'll have to talk to
* Open-Minde = Werkbook pages . ) each ofher in small group exercises, zenerally in groups of three people. Even though each
Aside Negative The Leadership Exarcise of you has a name tent, one of the things I will never do is call on ¥ou. I do ask that vom
Sezment 3 - Znizing participate a5 often as von can. This conrse has many different sctivities, all focnzing on
3) Effective Listening me;%kﬁllﬂwdse, Managament With Leaden) improving vour personal confidence and skills. I'm going to ask vou to z'rtnmrgt.lf’lﬂus
- Able o B Ful Practice Fireak many different people during the workshop to get different insights and id
. B - = Workbook pages . To be mnocessful in any endeavor in life, yon have to be willing to change and improve. In
4) Coaching Ability Management With Leader this workshop, take the same approach. Always believe von can be befter. The training
. . Segment 4 - Guidslines fof . clazs iz a good opportunity to look at handling your work-related situations in a different
PS“‘?“F ﬁ:ﬂ‘;‘; Exarcise Manag=ment With Leaden) manner. Maybe they will be done in 3 more skillful way, with better remnlts. You won't
= kmow unless vou are willing to try.
Effective Verhal SH » Workbook pages Skills of an Effective Lead ) slin
£) Effective Ve - i i Omne of the worst things that can happen to an individual, team. or erganization is compla-
+ Goad Command o Segment 5 - Presenting T4 Skills of an Effective Lead cency. Complacency evemtunally breeds failure. Use this as 2 warning sign for vourself. We
AcTomyms, efc., Ab aren’t interested in breeding complacency or mediscrity. We are very interested in devel-
= Workbook pages Lunch oping exceptional people and feams.
6) Enthusiasm L ]
Segment § - Working Wit Blocks to Leadership 4) State the following.
= Vizible Energy an| Skill Practice . .
Wants to Lead the 3 Retouizing Emarions Let me briefly review with vou the time frames set for this conrse.
= Workbook pages —
71 Action-Oriented Listenmz Respanses Crutline the time frame for the workshop and the break schedule.
. ) Segment 7 -_Deﬂingwi_r.h Rreak
A II a]s_&?:geﬁ ""m“ Differences in Facts, Reso £) State the following to direct participants to their personal ohjectives on page 1.
Cood O Listenmg Acknomiedgmes On page 1, write out two personal objective ould ke ¢ ish by th
8 G ization R — page 1, write oot ane or two personal obj 5 ¥Ou W o accomplish by the
pag Listening Exarcise end of the worlshop. Use these objectives as your measuring tools to help you determine
« Maintains Contro where to focns vour energies during the workshop. Try to limit your mitial objective to
trative Skills - ive Us -1 about 10 to 15 words and maybe one ar two bullets. As vou get into the exercises and talk
e Fap Effective Use of Questiony to ather participants, vou can modify your abjectives.
e £ Skills B Ak people to vohuntesr their objectives. Indicate there will be some duplication
Skill Practice
k]
" 1 4
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