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A

About this book, 1-3

Accountability: defined, 6; related activities for, 25,
198-200

Active Listening Responses, 27, 98-100

Active Observation, 27, 101-102

Adaptability: defined, 6; related activities for, 25;
4748

Agility: defined, 6; related activities for, 25 748

Applying Your Coaching Skills, 27, 172-174

Art of Asking Questions, The, 30, 182-134

Art of Influencing, The, 30, 135 130

Authenticity, 6, 38-39

B

Balancing Act, The, 30, 79-83

Balancing personal and professional: defined, 6-7;
related activities for, 25, 79-83

Behavioral Interviewing Basics, 238

Being Real, 28, 38-39

Benefits of Humor handout, 160

Bouncing Back, 28, 218-219

C
Calvert, Gene, 75-76
Candid individuals, 95

Card sort activitics, 220-222

Case studies: Cezse Study: Whom Do We Sent to
Traininy?, 225-226; Employee Development
Deciziens, 28, 223-226; Fair or Equal?, 149;
Fincang Common Ground, 108; How to
Delegate Effectively, 179-180

Characteristics: attributed to leadership, 6-22;
defined, 5

Checklist for Effective Leadership, A, 31-32

Checklists: Effective Leadership Checklist, 32;
Employee Empowerment, 146-147; Networking
Checklist, 29, 239—-241; Performance
Management Skills Checklist, 29, 196-197

Clarifying expectations: Clarifying Expectations
Observer Sheet, 211; defined, 7; related
activities for, 25, 207211

Clarifying values: defined, 7-8; related activities
for, 25, 84-85

Coaching: defined, 8; related activities for, 25,
172-174, 192-193

Common Ground, 28, 103—-108

Communicating and influencing: about, 97;
Active Listening Responses, 98-100; Active
Observation, 101-102; activities related to
mfluencing, 26, 56-58; Art of Asking Questions,
The, 132-134; Art of Influencing, The,
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135-136; Common Ground, 103-108;
Conflicting Agendas, 109-113; defining
communication, 8; defining influencing, 14;
Giving Feedback, 114—-117; Listening Self-
Awareness Assessment, 118—123; Mixed
Messages, 124—129; Picture This, 130-131;
related communication activities, 25, 101-105,
132—-133; What Do You Mean?, 137-139

Competencies: defined, 5; list of, 6-23; with
related activities, 25—27

Confidence: defined, 8-9; related activities for, 25,
175-177

Conflict. See Managing conflict

Congruence: activities addressing, 38-39; defined,
9; related activities for, 25, 59-64, 68-70,
124-129

Courage: defined, 9; related activities for, 25,
4041

Creating a Team Identity: activity for, 175-176;
competencies addressed in, 28

Cross-cultural awareness and sensitivity: defined,
9-10; related activities for, 25, 43—46

Cultural intelligence development stages;
4546

Cultural Intelligence (Thomas and Ink:ow), 43, 44,
4546

D

Decision making: defined, 10; related activities for,
25,223-226

Delegating: defined, 10; related activities for, 25,
177-180, 181-184, 185-191

Delegating Effectively Self-Assessment, 28

Delegation Case Study, 28, 177-180

Delegation Process, 28, 185-191

Describing Behavior, 28, 192-193

Designing leadership development programs:
activities related to competencies, 27-30;

competencies with related activities, 25-27;

core modules for, 23-24. See also Increasing
leadership effectiveness; Leadership
development

Developing and managing employees: about,
171; Applying Your Coaching Skills, 172-174;
Creating a Team Identity, 175-176; Delegating
Effectively Self-Assessment, 181-184;
Delegation Case Study, 177-180; Delegation
Process, 185-191; Describing Behavior,
192-193; Magic of Mentoring, The, 205-206;
Performance Management Skills Checklist,
194-197; Stopping the-Blame Game, 198-200;
Team Models, 201-204, What Do You Expect?,
207-211; What I dentors Do, 212-215. See also
Managing covfbct; Managing performance

Developing Criarage, 28, 4042

Develening Cultural Intelligence, 28, 43-46

Developing Your Story worksheet, 166

Distiniguishing Behaviors, 28, 220-222

Distinguishing Behaviors Card Sort Answer
Sheet, 222

Do the Right Thing, 28, 49-52

Doing It Differently, 28, 4748

E

Effective Leadership Checklist, 32

Embracing Change, 28, 142-143

Empathy: defined, 10-11; related activities for, 25,
86-90

Employee Development Decisions, 28, 223-226

Employee’s Role Assignment scenarios, 89

Empowering employees: competencies addressed
in, 28; defined, 11; Employee Empowerment
Checklist, 146-147; Empowering Others, 25,
144-147

Enthusiasm and passion: defined, 11-12; related
activities for, 26, 53-55

Ethics: defined, 12; related activities for, 26,
49-52
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F

Fair or Equal?, 28, 148-149

Fairness: defined, 12; related activities for, 26,
148-149

Figure It Out, 28, 227-229

Fired Up!, 28, 53-55

Flexibility: defined, 6; related activities for, 25,
4748

Focus: defined, 12; related activities for, 26,
247-249

Fun. See Humor

G

Getting Permussion (Stim), 101

Giving feedback: competencies addressed in, 28;
defined, 13; Giving Feedback activity, 114-117;
Mirror, Mirror feedback, 67; related activities
for, 26, 192-193

Goal setting: defined, 13-14; Goal-Setting Crites’a
handout, 244; Goal-Setting Worksheet, 246;
related activities for, 26, 242-246

Guidelines for Helping Others Resolve Ccnlict, 105

H

Handouts. See Worksheets axd 1riandouts

Heroes and Heroines: activity for, 56-58;
competencies addressed in, 28

Higlhwire Management (Calvert), 7578

How to Delegate Effectively case study, 179-180

How to Present Change to Employees, 29,
150-154

Humor: defined, 14; Ideas for Putting Fun in the
Workplace handout, 161; Make Them Laugh,
26, 29, 158-161

|

Increasing awareness: Balancing Act, The, 79-83;
Being Real, 38-39; Developing Courage, 40-42;
Developing Cultural Intelligence, 43—46; Do

the Right Thing, 49-52; Doing It Differently,
47-48; Fired Up!, 53-55; Heroes and Heroines,
56-58; Living Your Values, 59-63; Mirror,
Mirror, 64-67; Modeling the Way, 68-70;
overview, 37; Permission or Forgiveness?, 71-72;
Risk Attitudes Inventory, 73-78; Values Collage,
84—85; What Is It Like?, 86—90; Who Am I?,
91-96

Increasing leadership effectiveness: about, 217;
Bouncing Back, 218-219; Checklist for Effective
Leadership, 31-32; Distinguishing Behaviors,
220-222; Employ=e Development Decisions,
28, 223-226: Irinovation or Creativity?,
230-231; Into the Future, 232-234; Making the
Right Cal), 235-238; Nature or Nurture?, 33;
Netwaorking Checklist, 29, 239-241; On Target,
242-246; Setting Priorities, 247-249; Things
We Have in Common, 250-251; Traits of
Effective Leaders, 34—35; Trust Me, 252—-254;
Words to Lead By, 36

Individual activities: Checklist for Effective
Leadership, 31-32; Developing Courage,
40-42; Words to Lead By, 36

Influencing. See Communicating and influencing

Inkson, Kerr, 43, 44, 45—46

Innovation/creativity: competencies addressed for,
29; defined, 14-15; Innovation or Creativity?
activity, 230-231; related activities for, 26,
230-231

Into the Future: activity for, 232—234;

competencies addressed in, 29

J
Judgment: defined, 15; related activities for, 26,
235-238

L
Lawson, Karen, 79-83, 101-102, 153-154, 222

Leadership competencies. See Competencies
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Leadership development: competencies and
characteristics of, 5; concept of authenticity
in, 38-39; creating context and concepts for,
3; designing programs for, 3, 23—24; list of
competencies and characteristics, 6-22; need
for, 1. See also Designing leadership development
programs

Leading Change: activity for, 155-157;
competencies addressed in, 29; defined, 15;
Leading Change at Every Level handout, 157;
related activities for, 26, 142—143, 150—155

Life Wheel, 82

Listener Roles handout, 128

Listening: competencies addressed for, 29; defined,
15-16; Listening Self-Awareness Assessment
activity, 118-123; related activities for, 26,
98-100, 101-105

Living Your Values, 29, 59-63

Logical individuals, 95

M

Magic of Mentoring, The, 30, 205-206

Make Them Laugh: activity for, 26, 158 161;
competencies addressed in, 29

Making the Right Call, 29, 235-258

“Management Model for Change™ (Lawson),
153-154

Manager Instructions, 210

Manager’s Role Assignment scenarios, 88

Managing conflict: Conflict Resolution worksheet,
107; Conflict Scenarios, 111-112; Conflicting
Agendas, 28, 109-113; defined, 16; Guidelines
for Helping Others Resolve Conflict, 105;
related activities for, 26, 103—-113

Managing performance: defined, 16; related
activities for, 26, 192—-197

Mentoring: defined, 16-17; related activities for,
26, 205206, 212-215

Mirror, Mirror, 29, 64—67

Mixed Messages, 29, 124-129

Modeling the Way: activity for, 68-69;
competencies addressed in, 29; discussion sheet
for, 70

Motivating and engaging: about, 141; defining
motwating, 17; Embracing Change, 142-143;
Empowering Others, 144-147; Fair or Equal?,
148-149; How to Present Change to Employees,
150-154; Leading Change, 155-157; Make
Them Laugh, 158-161; related activities for, 26,
130-132; Showing Apsreciation, 162-163; Tell
Me a Story, 164-16& What Do Your Employees
Value?, 167—-170, What Is It Like?, 8690

N

Nature cr Narture?, 33

Networking: defined, 17-18; related activities for,
25,190-192

Networking Checklist, 29, 239-241

(0]

Observing: defined, 18; Observer’s Sheet, 90;
Observer’s Worksheet, 127; related activities for,
27, 83-85, 101-102, 130-131

On Target, 29, 242-246

101 Movie Clips (Pluth), 101

Other-awareness. See Increasing awareness

P

Performance Standards: activity for, 194-195;
competencies addressed in, 29; Performance
Management Skills Checklist, 196-197;
Performance Standards handout, 245

Permission or Forgiveness?, 29, 71-72

Personality Profile Assessment, 93-96

Persuasive individuals, 95

Picture This, 29, 130-131



Index

261

Pluth, Becky Pike, 101

Problem solving: defined, 18; Problem-solving
Worksheet, 229; related activities for, 27,
227-229

Q

Questioning: defined, 18; related activities for, 27,
132-134, 198-200

R

Reflective individuals, 96

Relationship building: defined, 19; related
activities for, 27, 86-90, 250-251

Resilience: defined, 19; related activities for, 27,
173-175

Resolving Conflict process, 106

Risk Attitudes Inventory: activity for, 73-78;
competencies addressed in, 29

Rusk Attitudes Inventory (Calvert), 7576

Risk Attitudes Inventory Interpretation (Calvert), 7778

Risk taking: defined, 19; related activities for, 27,
71-78

Role modeling: defined, 19-20; reiaied activities
for, 27, 56-58, 68-70

Role playing: communicating.eoectations, 210;

employee and managei, 86-90

S

Self-assessments: Checklist for Effective
Leadership, 31-32; Delegating Effectively Self-
Assessment, 182-184; Giving Feedback, 116—
117; Listening Self-Awareness Assessment, 120—
122; Mirror, Mirror, 66; Who Am I?, 91-96

Self-awareness: defined, 20; related activities for,
27,64-67,91-96, 118-123. See also Increasing
awareness; Self-assessments

Setting Goals, 83

Setting Priorities, 29, 247-249

Showing Appreciation, 29, 162-163

Skillburlders (Lawson), 101-102, 222

Speaker Roles handout, 129

Stim, Richard, 101

Stopping the Blame Game, 29, 198-200

Storytelling: defined, 20; related activities for, 27,
164-166

T

Team building: defined, 21; related activities for,
27,175-176

Team Models, 29, 291-204

Tell Me a Story, <2, 164-166

Things We Have ' m Common, 30, 250-251

Thomas, Dand C., 43, 44, 45—46

Traiw ot Lffective Leaders, 3435

Trasthuilding: defined, 21; related activities for,
27,252-254

Trust Me, 30, 252-254

2002 Training and Performance Sourcebook (Lawson),
79-83

\")

Values Collage, 30, 84-85

Visioning: defined, 22; related activities for, 27,
232-234

w

What Do You Expect?, 30, 207211

What Do You Mean?, 30, 137139

What Do Your Employees Value?, 30, 167-170
What Is It Like?, 30, 86-90

What Mentors Do, 30, 212-215

What Mentors Do Questionnaire, 214-215
What My Employees Value handout, 170
What’s Important to You? handout, 169
Who Am I?, 30, 91-96

Words to Lead By, 36
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Worksheets and handouts: Active Listening
Responses, 100; Applying Your Coaching
Skills, 174; Behavioral Interviewing Basics,
238; Benefits of Humor, 160; Clarifying
Expectations Observer Sheet, 211; Conflict
Resolution, 107; Conflict Scenarios handout,
111-112; Conflicting Agendas Observer
Sheet, 113; Delegation Process handout,
189; Delegation Process worksheet, 190-191;
Describing Behavior, 193; Developing
Courage, 42; Developing Your Story, 166;
Distinguishing Behaviors Caard Sort Answer
Sheet, 222; Do the Right Thing, 51-52;
Fired Up!, 55; Goal-Setting Criteria, 244;
Goal-Setting Worksheet, 246; Guidelines for
Helping Others Resolve Conflict, 105; How
to Present Change to Employees, 153-154;
Ideas for Putting Fun in the Workplace, 161;

Into the Future, 234; Leading Change at
Every Level handout, 157; Life Wheel, 82;
Listener Roles, 128; Listening Self-Awareness,
123; Living Your Values, 61-63; Manager
Instructions, 210; Observer’s Sheet, 90;
Observer’s Worksheet, 127; Performance
Standards, 245; Personality Profile Assessment
and Interpretation forms, 93-96; Problem-
solving Worksheet, 229; Resolving Conflict
process, 106; Setting Goals, 83; Setting Priorities
Rating System, 249; Speaker Roles, 129;
Stopping the Blame Game, 200; Team Models
handout, 204; Teara MModels Worksheet, 203;
Trust Me, 254; V/hat Do You Mean?, 139;
What Mentois 1o Questionnaire, 214-215;
What My Liaployees Value, 170; What’s
Important to You?, 169. See also Case studies;

Che=cjists; Self-assessments



