
Index

Numerics
80/20 rule, 116
360-degree feedback, 66

• A •
abusive language, 182
accountability

high-performing teams sharing, 240
project team sharing, 258–263
senior management team sharing, 284–288
speaking your mind and, 301–302
team members sharing, 246, 258–263, 

277–280, 284–288
acting (learning cycle), 73
action plan for change, 216
action-centred leadership, 36
active leaders, 35–37
activities

listening before you act, 295
prioritising, 118
urgent and important, 116–118

Adair, John, 36
adjourning stage of team development, 

254, 255
adversity, learning from, 71–72
advisor role, 90
advocate role, 20
agenda, of team meetings, 238
agent of change mindset, 124
“agony aunt” role, 20
“aha!” moments, 144
Alidina, Shamash (Mindfulness For 

Dummies), 76
ambivalence to change, 219

appraisal process
for obtaining feedback, 147
performance review, 36–37, 147
progress reviews, 53, 188
project reviews, 252, 260

appreciation, for colleagues, 150
The Apprentice (TV programme), 42
assessing

leadership competences, 32–33
teams, 244, 245–249

attention
being in the moment, 157–158
giving to employees, 138

attitude. See also positive attitude
story-telling reinforcing or changing, 

227–228
toward adversity, 71–72
toward diffi cult people, 150

authentic leaders
characteristics of, 63–64, 300
inauthentic leaders versus, 62–63
self-knowledge and, 18, 63

Authentic Leadership (George), 62
authority, abusing, 54
autonomy

encouraging, 185
of team members, 254

awareness, heightened state of, 138. See 
also self-awareness

• B •
bad job, making the best of, 43
baggage

carrying about other people, 150
leaving behind, 82–84
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312 Leadership For Dummies 

behaviour
breaking the dependency cycle, 278–279
dangers of ignoring unacceptable 

behaviour, 180–181
embedding behaviours you cherish, 

287–288
employee behaviour or performance 

issues, 103–104
handling unacceptable performance or 

behaviour, 102–105
inconsistent, 173–174
people actively undermining a change, 229
promoting positive behaviour, 285
story-telling reinforcing or changing, 

227–228
team purpose supported by, 242

being in the moment, 157–158
being open to everything, 140
biting the hand that feeds you, avoiding, 44
Blake, Robert (Leadership Dilemmas - Grid 

Solutions), 170
blame, avoiding, 232, 285
Blanchard, Kenneth (Management of 

Organizational Behaviour, Utilising 
Human Resources), 167

“blind” pane (Johari Window), 66
body language, noticing changes in, 159
body, relaxing, 158
bold, being

being too forthright, 220
confi dence for, 152
developing a leadership style 

emphasising, 176, 306
engaging people and, 219, 306
overview, 111–112
as a standard-bearer, 178

“buck stops with you” mindset, 284
building up, not putting down people, 155, 

295
busy fool, avoid being, 110–111, 300–301

• C •
calming your mind, 76, 158
capability to do a task, helping under-

performers with, 183–185
catalyst role, 90
category “A” task, 117

category “B” task, 117–118
category “C” task, 118
category “D” task, 118
celebrating

achievement of objectives and results, 249
people’s contributions, 213–214, 308
recognising achievements, 164
virtual team contributions, 275

challenges
inviting, 156
rising to your biggest challenge, 155

challenging/target-driven style of 
leadership, 169, 170, 173

Champion icon, 5
change. See also maintaining workplace 

changes
action plan for, 216
bridging the gap between old and new, 

215–216
celebrating people’s contributions, past 

and present, 213–214
concerns and reactions to, 196, 197–199, 

208, 217–221
cultural considerations, 210–211
fear of, 220–221
gaining buy-in from everyone, 211, 

218–219
happening for the better, 53
inconsistency, avoiding, 218
initiative-itis (initiative overload) and, 

212–213
lack of information on, 198
leading change you disagree with, 

203–204
making change tentative, 219–220
minimising resistance to, 217–221
opportunities for, 210–211
pace/speed for, 197, 217–218
planning for, 212–216
roles adopted by employees, 199–200
start and end points for, 214–215
starting from where you are, 211–212
taking ownership of, 188
technology introducing, 196
too little or no involvement with, 198
updating employees on, 231–232
victim of change mindset, 124, 200, 

307–308
when to start, 211–212
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313313 Index

change agent
being, 200–204
described, 195
mindset for, 124

cheerleader role, 20
“Children should be seen and not heard,” 83
clarity of purpose. See also purpose

avoid being a busy fool, 110–111, 300–301
clarifying how you add value, 112–116
clarifying the purpose of your team, 52
focusing on key results, 116–118
importance of, 109–110
leading with conviction and, 111–112
spending the right time on the right job, 

119
coaching

creating time for, 189–190, 309–310
fi nding and working with a coach, 78, 

286–287
managing directors, 100
new leaders, 95, 100
opportunities for, 189–190
qualities and skills of a great coach, 191
roles of a coach, 188, 190–191
senior management team, 286–287
team members, 255

colleagues. See also employees
appreciation for, 150
building strong connections with, 148–149
getting to know, 147
open and honest conversations with, 141
as source of information about under-

performers, 186–187
taking ownership of tasks, 160

comfort zone, stepping outside of, 96–97, 296
commitment. See also meaning

beginning from their grid position, 162
building/unlocking, 19, 52, 128–132, 

160–164, 269, 307
compliance versus, 52, 160
demonstrating your, 224
engaging people through, 131–132, 307
helping under-performers with, 183–185
of high-performance teams, 240
maintaining, 164
making work meaningful, 129–131, 306

sensing, 229
starting from pole position, 160–161
from team members with multiple 

commitments, 256–258
winning together, 162–163
to your vision, 120

common sense, 9, 10, 293–294
communication. See also conversation; 

speaking your mind
face-to-face, 87, 88, 224
updating everyone on workplace 

changes, 231–232
values, 87–89
when English is a second language, 273

competences, leadership, 31, 32–33
competition, increasing, 195
complacency, overcoming, 238
compliance, 52, 160
confi dence

being bold, 152
being your own critical friend, 70–71, 302
benefi ts of, 68
defi ned, 31
developing, 68–72
“diffi cult” conversations, coping with, 141
learning from adversity, 71–72
self-doubt and, 69–70
for speaking your mind, 137
talking yourself up, 101, 302–303
through clarity, 152

consensus, management by, 131
constructive (criticism)

being non-judgemental, 149–150
being your own best critic, 70–71, 302
critique the behaviour, not the person, 233
healthy versus unhealthy, 69–70
in private, 181, 182
in public, 182
of sub-standard work, 289

continuity, disruptions to, 196
continuous improvement, 238, 248–250
control

change and, 196
monitoring and controlling the work, 53
questioning whether something really is 

outside your control, 124–125
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314 Leadership For Dummies 

conversation. See also communication; 
speaking your mind

cliffhanger, 185–187
“diffi cult,” 141
engaging, 144
interrupting, 146, 159, 250
listening for meaning, 159–160
maintaining, 155
open and honest, 141
talking yourself up, 101, 302–303
when English is a second language, 273

conversion industry, 112
conversion process, 112–113
conviction, leading with, 111–112
courage, 141, 150–157
creativity, valuing, 243
credibility, damaged, 181
crises, reacting positively to, 232–233, 298
critical friend role

being your own best critic, 70–71, 302
described, 190–191
of high-performance team members, 240

criticism (constructive)
being non-judgemental, 149–150
being your own best critic, 70–71, 302
critique the behaviour, not the person, 233
healthy versus unhealthy, 69–70
in private, 181, 182
in public, 182
of sub-standard work, 289

cultural differences, working with, 273–274
culture, workplace. See also workplace 

changes
aspects of (iceberg metaphor), 205–206
described, 166, 204–205
diving deep to uncover, 206–207
initiative-itis (initiative overload) and, 

212–213
stop, think, breathe! (diver’s motto), 208, 

232, 298
customers, sharing your team’s purpose 

with, 242

• D •
decision-making skills, 97
decisions, implementing decisions that 

aren’t yours, 202–203

decisive leaders, 111–112, 219
dependency cycle, breaking, 278–279, 

289–290
development programmes, 110
diffi cult/problem people, 150, 166–167
dilemmas

becoming comfortable with being 
uncomfortable, 96–98, 296

being chosen for the right wrong reasons, 
94–96

being thrown in the deep end, 93–94
creating dilemmas that don’t exist, 92
getting caught in the middle (“sitting on 

the fence”), 99–100
implementing decisions that aren’t yours, 

202–203
imposter syndrome, 101
leading friends, 101–105
loneliness of leadership, 100, 303
of newly-appointed leaders, 94–96
as opportunities, 98
overview, 91
as part of leadership, 96
questions to ask yourself, 97–98
writing down and refl ecting on, 92

direction of the organisation
engaging and providing, 184–185
pole position (in front) approach, 160–161
setting, 52, 160–161, 184–185
sharing, 119–120

director, managing
coaching for, 100
engaging and empowering management 

teams, 283
focusing on results, 278–279
implementing decisions that aren’t yours, 

202–203
vision of, 120

discipline procedure, 102–103
discomfort

acting on feelings of, 81
becoming comfortable with, 96–98, 296
when values are out of tune, 80–81

discretionary effort, 55
dishonesty, awareness of, 152–154
diver’s motto (stop, think, breathe!), 208, 

232, 298
diversity, 21, 150
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315315 Index

double standards, avoiding, 179–180
doubt, healthy versus unhealthy, 69–70
drawing the line, 102–105, 301
“Dreaded Ds,” 130
drifters role, 199

• E •
economic downturn, 12
effectiveness

defi ned, 111
leadership, 9, 53
of meetings, 16
of teams, assessing, 244–247

effi ciency, 111, 119
embarrassment

concern about, 98
coping with, 155, 156–157
expressing ones view and, 64
sharing feedback and, 66
speaking your mind and, 137, 153

emotions, 83, 138
empathy, 146, 150
employees. See also work colleagues

bargaining power and rights of, 50–51
behaviour or performance issues, 103–104
changing, 168
diffi culties of leading, 10
the “Dreaded Ds,” 130
evaluating, 82
leadership style’s impact on, 171–173
maintaining integrity with, 100
reactions to change, 196, 197–199, 208, 

217–221
roles adopted by, 199–200

energy, levels of, 138
engaging leadership. See also genuine 

interest, showing; specifi c leadership 
skills

acting swiftly, 309
avoiding being a victim of change, 124, 

200, 307–308
being bold, 111, 219, 306
being open to everything, 140
building commitment, 160–164, 307
building strength through vulnerability, 

141, 282–283
celebrating people’s contributions, 308

commitment to high performance, 50, 
128–132

creating shared meanings (inter-
interpreting), 139–140

creating time for coaching, 309–310
earning people’s respect, 305
foundations of, 132–140, 143
importance of, 34–35
making a good team great, 309
making work meaningful, 129–131, 306
overview, 18–19, 55, 305–310
providing direction, 184–185
recognising your existing skills for, 

143–145
relating to people, 133–136, 145–150
secrets of, 140–141
skills for, 143–145, 169
speaking your mind (proacting), 136–137, 

150–157
switching on your senses, 138–139, 

157–160
English as second language, 273
enthusiasm

awareness of, 138
harnessing, 219
leading with, 184
for “raising the bar,” 52
in sharing your vision, 121
transmitting, 18–19

environment
for senior management team, 285–287
for speaking your mind, 150–151

example, leading by
being a visible leader, 224–225
demonstrating commitment, 224
described, 21
importance of, 27–28
leading yourself and, 300
power of story-telling, 226–228
spotting people straying from the path, 

228–229
excellence, standards of, 121
exercises. See also refl ection

acting in accord with your values, 87
assessing your leadership competences, 

32–33
attitude toward adversity, 71–72
being a visible leader, 224, 227
being in the moment, 158
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316 Leadership For Dummies 

exercises (continued)

on being judgemental, 149–150
building strong connections with 

colleagues, 148–149
clarifying your standards, 104
creating your own vision, 121–122
dilemmas, writing down, 92
discovering your values, 85–86
dishonesty, 152–153
examining great teams, 239–240
expectations of leaders and managers, 

48–49
experiences with workplace changes, 

206–207
feedback, seeking and using, 67–68
genuine interest in others, 38
great and bad bosses you’ve had, 46–47
harmonising your values with others, 99
high commitment, 128
identifying factors impacting 

productivity, 124–125
identifying your principles and values, 

45–46
Johari Window, 65–68
leaders you admire, 178
leadership experience, 25–26
leadership learning plan, 73–74
leadership style, 171–172
leading and managing together, 56–57
managers’ accountability, 284–285
new leadership role, 93–94
opportunities for taking the lead, 29–30
producing and monitoring a project plan, 

259–260
purpose of your job, 113–115
seeing yourself as a leader, 13–16
skills used in engaging people, 143–144
stepping outside your comfort zone, 

96–97
story-telling, 226
tasks taking priority over developing 

people, 36–37
team values, 243–244
virtual teams, 267
“working with” versus “doing to” 

approach, 134

expectation of leaders, 48–49, 50–51
expectations of managers, 48–49
experience, learning from

achieving more by learning quickly, 72–74
adversity and, 71–72
fi nding and working with a coach, 78
leadership learning logs, 76–77
leadership learning plans, 73–74
learning cycle, 72–74
refl ection and, 74–76
“trial and error,” limitations of, 72, 73
working through your own experiences, 

44–47
eye contact, 158
eyebrow, raised, 158

• F •
face-to-face communication, 87, 88, 224
facial expressions, noticing, 158
facilitator role, 20
favouritism, avoiding, 180
fear of change, 220–221
feedback

lack of, 43
on living your values, 87
other people’s view of you, 66
seeking and using, 65–68
self-knowledge increased through, 66
on showing genuine interest, 147
360-degree, 66

fi eld of vision, 159
fl exible/supportive style of leadership, 

170, 173
forming stage of team development, 

253, 254
friends, leading and keeping, 101–105

• G •
genuine interest, showing. See also 

engaging leadership; relating to people
authentic leaders and, 84
being non-judgemental, 149–150
benefi ts of, 37, 134
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317317 Index

building mutual understanding 
through, 131

building strong connections with 
colleagues, 148–149

described, 37–38, 63
developing, 147–148
feedback on, 147
importance of, 16, 146–147
superfi cial interest versus, 63
unlocking commitment through, 131–132
virtual teams need for, 271–272

George, Bill (Authentic Leadership), 62
goals

understanding, 120
working together to create optimum 

outcomes, 132
going the extra mile, 131–132
golden rule of “Now,” 181–182
Greenleaf, Robert, 37
grid position, starting from, 162
groupthink, 151
guide and develop approach, 185

• H •
Hersey, Paul (Management of 

Organizational Behaviour, Utilising 
Human Resources), 167

“hidden” pane (Johari Window), 65
high-performing teams. See also teams

accountability of, 240
agenda of team meetings, 238
atmosphere for, 248–249
characteristics of, 238, 239–240
going the extra mile, 131–132
measuring the success of, 237–238
obstacles to, 238
overcoming complacency, 238
power of team purpose, 241–242
striving for continuous improvement, 238, 

248–250
synergy of, 238
valuing diversity, 21
valuing team values, 242–244

home, working from, 196–197
hospice, vision for, 122–123

• I •
“I Have a Dream” speech (King), 20
“I will survive” mindset, 156
iceberg metaphor, 205–206
icons used in this book, 5
imposter syndrome, 101
improvements

roping under-performers into, 187
SMART (Specifi c, Measurable, Achievable, 

Relevant, Time-based), 187
striving for continuous improvement, 238, 

248–250
inauthentic leadership, consequences of, 

62–63
inconsistency

acting with, 173–174
avoiding, 218

independence of thought, valuing, 243
infl uence, sphere of

described, 123
expanding, 16, 123–126, 297
having more infl uence than you think, 

123–124
mindset for, 123–124
questioning whether something really is 

outside your control, 124–125
targeting people you want to infl uence, 

126
Ingrams, Harry (Johari Window developer), 

65
initiative, taking, 43
initiative-itis, 212–213
inputs and outputs, 112–113, 114
integrity

acting with, 16, 294
demonstrating, 302
importance of, 300
maintaining, 100, 174
modifying leadership styles and, 169, 

173, 174
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interest in others, genuine. See also 
engaging leadership; relating to people

authentic leaders and, 84
being non-judgemental, 149–150
benefi ts of, 37, 134
building mutual understanding through, 

131
building strong connections with 

colleagues, 148–149
described, 37–38, 63
developing, 147–148
feedback on, 147
importance of, 16, 146–147
superfi cial interest versus, 63
unlocking commitment through, 131–132
virtual teams need for, 271–272

inter-interpreting (shared meanings), 
139–140

interrupting
conversations, 146, 250, 273
listening versus, 159

“into the moment,” bringing yourself, 138
invisibility issues, 196–197

• J •
jargon, 30–32, 160
job description, 113–115
job, purpose of, 109–110, 113–115, 152
job titles

meaning of, 129
term “leader” in, 28

Johari Window, 65–68
judgement

being non-judgemental, 149–150
suspending, 67, 159

• K •
“Keep a stiff upper lip,” 83
key performance indicators (KPIs)

avoiding silo management and, 280
effective use of, 307
emphasis on, 147
measuring objectives and results, 230–231

rating team performance, 245
spotting an opportunity for change, 210
success measured with, 115

King, Martin Luther, Jr. (“I Have a Dream” 
speech), 119

Kolb, David (behaviour expert), 72
Kubler-Ross, Elisabeth (On Death and 

Dying), 200

• L •
language. See also positive language; 

words
abusive, 182
body language, 159
cultivating a positive mindset and, 124
indicating commitment, 163
introducing changes to your team, 

202–203
of leadership, 30–33
leadership jargon, 30–32, 160
listening for meaning, 159–160
meaningless, examples of, 164
negative and positive, 72
phrases, repeating, 159
positive words and phrases, 124
undermining effective leadership, 83
virtual teams’ differences, 272–273

leadership. See also engaging leadership; 
leading yourself; visionary leaders

active leaders, 35–37
as an activity, 26–28
authentic leaders, 18, 62–64, 300
challenges of, 9–10
characteristics of leaders, 31, 238, 

239–240, 289
competences, 32–33
described, 26–28
developing the capability of your team, 53
development needs, 32–33, 73–74
earning the right to lead, 28, 54–55
effective, 9, 53
gaining commitment to action, 52
getting people to follow you, 53–54
great and bad bosses you’ve had, 46–47
importance of, 10–13
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319319 Index

language of, 30–33
leaders you admire, identifying, 25–26, 

177–178
leading and managing together, 55–57
leading yourself and, 14–15
learning logs, 76–77
learning plans, 73–74
making change happen for the better, 53
managing versus, 51–57
meaning/purpose of, 23–24, 25, 39
opportunities for, 15–16, 29–30, 294–295
over-managing and under-leading, 12–13
overview, 17–19
preparing others for, 288–290
as a process, 24–26
“raising the bar,” 52
as a role and/or position, 28–30
roles of, 20, 93–94
seeing yourself as a leader, 13–16
servant leadership, 37–38
setting the direction, 52, 160–161, 184–185
skill development, 96
society’s changing expectations of, 50–51
spotting potential leaders, 288–290
strengths, 32–33
tasks of, 52–53
team members sharing, 262–263
vacuums, 14, 43

leadership development programmes, 66, 
69, 95, 149, 161

Leadership Dilemmas - Grid Solutions (Blake 
and McCanse), 170

leadership style
challenging/target-driven approach, 169, 

170, 173
choosing, 167–168, 174
clarifying outcomes you want to achieve, 

174–175
decisive leaders, 111–112, 219
factors impacting, 165–166
fl exible/supportive approach, 170, 173
high-emphasis, issues needing, 176
impact on people and performance, 

171–173
modifying, 167, 169, 170–171, 173–176
personal preference or natural leadership 

style, 174

problem people and, 166–167
range of styles needed, 165–168
understanding different styles, 169–173
your own boss’s style, 167–168

leadership vacuum, 14, 43
leading by example. See also leadership

being a visible leader, 224–225
demonstrating commitment, 224
described, 21
importance of, 27–28
leading yourself and, 300
power of story-telling, 226–228
spotting people straying from the path, 

228–229
leading yourself. See also leadership; self-

knowledge
authentic leaders, 18, 62–64, 300
avoid being a busy fool, 110–111, 300–301
becoming an authentic leader, 62–64
being a healthy self critic, 70–71, 302
being authentic, 300
importance of, 62, 299
knowing where to draw the line, 102–105, 

301
leading by example and, 300
loneliness, avoiding, 100, 303
modelling yourself, 303
overview, 14–15, 17–18
seeking and using feedback, 65–68
speaking your mind, 301–302
talking yourself up, 101, 302–303
tips for, 299–303

learning cycle, 72–74
learning from experience

achieving more by learning quickly, 72–74
adversity and, 71–72
fi nding and working with a coach, 78
leadership learning logs, 76–77
leadership learning plans, 73–74
learning cycle, 72–74
refl ection and, 74–76
“trial and error,” limitations of, 72, 73
working through your own experiences, 

44–47
learning logs, leadership, 76–77
learning plans, leadership, 73–74
“lift statement” test, 242
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line managers. See also managers
coaching new leaders, 95
developing, 288
engaging employees, 131
impact on employees, 50
supporting workplace changes, 232

listening
interrupting and, 159
for meaning, 159–160
suspending judgement while, 67, 159
before taking action, 295
for what people don’t say, 160

loneliness of leadership, 100, 303
loss, turning into a win/win outcome, 43
Lufts, Joseph (Johari Window developer), 65

• M •
maintaining workplace changes. See also 

workplace changes
face-to-face contact, importance of, 224
investing in time with people, 225
key performance indicators (KPIs) role in, 

230–231
overview, 223
paying attention to what really matters, 

230–233
people actively undermining a change, 229
power of story-telling, 226–228
promoting good practice, 223
reacting positively to crises, 232–233
spotting people straying from the path, 

228–229
updating employees on workplace 

changes, 231–232
Management of Organizational Behaviour, 

Utilising Human Resources (Hersey and 
Blanchard), 167

management silos, 146–147, 279–280

management with leadership. See also 
leadership

assessing your skills, 49
choosing and working with a new boss, 

42–44
diagram of key differences, 51
earning the right to lead, 54–55
getting people to follow you, 53–54
great and bad bosses you’ve had, 46–47
listing your expectations of leaders and 

managers, 48–49
monitoring and controlling the work, 53
organising people and other resources, 53
over-managing and under-leading, 12–13
overview, 41
planning the work, 53
progress review(s), 53, 188
refl ecting on your experiences with, 42–49
society’s changing expectations of, 50–51
tasks of, 52–53
working through your own experiences, 

44–47
managers. See also line managers

accountability, 284–285
expectations of, 48–49, 139
micro-managing, 18
mutual understanding versus 

consensus, 131
relationship with employees, 212
senior managers, 78, 99–100
speaking their mind, 280–283
tasks of, 53

managing director
coaching for, 100
engaging and empowering management 

teams, 283
focusing on results, 278–279
implementing decisions that aren’t yours, 

202–203
vision of, 120
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321321 Index

mapping progress towards peak 
performance, 187–188

McCanse, Anne Adams (Leadership 
Dilemmas - Grid Solutions), 170

meaning. See also commitment; purpose
creating shared meanings (inter-

interpreting), 139–140
describing the purpose of your job, 

113–115
of leadership, 23–24, 39
listening for, 159–160
making work meaningful, 129–131, 306
meaningless language, avoiding, 164
meaningless work, avoiding, 129
of story-telling, 227–228

meetings
agenda for, 238
expressing views in, 249–250
improving the effectiveness of, 16
review meetings, 164

mentor, learning from, 44
micro-managing, 18
mind

calming, 76, 158
developing an open mind, 140
listening with, 159
opening to new perspectives, 139

Mindfulness For Dummies (Alidina), 76
mindset

agent of change, 124
“buck stops with you,” 284
change agent, 124
of continuous improvement, 238
cultivating a positive mindset and 

attitude, 124
“I will survive,” 156
for sphere of infl uence, 123–124
victim of change, 124, 200, 307–308

mismanagement, signs of, 43
mission statement, 242
mistakes, helping people learn from, 233

mistrust, 197, 212
morale, low, 212
multiple commitments, leading team 

members with, 256–258
mutual understanding

building, 130–131
creating shared meanings, 139–140
enhancing, 139
through proacting, 136

• N •
naming a team, 266
nature/nurture, 31
negative and positive language, example 

of, 72
new leaders

avoiding diffi cult situations, 98
being chosen for the right wrong reasons, 

94–96
caught in the middle (“sitting on the 

fence”), 99–100
choosing and working with, 42–44
coaching for, 95, 100
imposter syndrome, 101
leading friends, 101–105

non-judgement, 149–150
norming stage, of team development, 

253, 255
“Now,” golden rule of, 181–182

• O •
objectives and results

celebrating the achievement of, 249
clarity on, 112, 115, 152
commitment to achieving, 162–163
example of, 115
focusing on, 116–118, 278–279
leadership style emphasising, 176
measuring with KPIs, 230–231
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objectives and results (continued)

overfocusing on, 146–147, 278–279
role in achieving goals, 120
worthwhile, 242

On Death and Dying (Kubler-Ross), 200
open and honest, being

benefi ts of, 141
described, 64
high-performance teams as, 240
in meetings, 249–250

open mind
developing, 140
for fi nding solutions to a problem, 156
opening to new perspectives, 139
toward “diffi cult” people, 150

“open” pane (Johari Window), 65
open questions, using, 155
open to everything, being, 140
opportunities, for taking the lead, 15–16, 

29–30, 294–295
outcomes

assessing, 98
clarifying outcomes you want to achieve, 

174–175
focusing on, 161
turning loss into a win/win outcome, 43
win-lose outcomes, avoiding, 126
working together to create optimum 

outcomes, 132
outputs and inputs, 112–113, 114
ownership

of the need for change, 188, 215
of tasks, 52, 128, 160, 307

• P •
Pareto, Vilfredo (economist), 116
partner role, 90
peak performance. See also performance; 

standards
acting before avalanches, 180–182
being a great role model for, 177–180

coaching the good towards greatness, 
188–191

leading under-performers towards, 
182–188

mapping progress towards, 187–188
perfection

acknowledging nobody is perfect, 68, 101
unrealistic search for, 70

performance. See also key performance 
indicators (KPIs); peak performance; 
unacceptable work or behaviour

accountability for, 284–285
clarifying your standards, 103–104
company guidelines, 102–103
employee behaviour or performance 

issues, 103–104
enthusiasm about, 52
handling unacceptable performance or 

behaviour, 102–105
lack of feedback on, 43
leadership style’s impact on, 171–173
measuring, 307
overemphasising, 147
rating your team, 245–246
reviews, 36–37, 147
seeking ways to improve, 210
standards, clarifying, 102–105
striving for continuous improvement, 238, 

248–250
team self-assessment, 246–247

performing stage of team development, 
254, 255

peripheral view, 159
perspectives of others, 139, 162
planning for change. See also workplace 

changes
bridging the gap between old and new, 

215–216
celebrating people’s contributions, past 

and present, 213–214
extremes to avoid, 220
getting buy-in from everyone, 211, 218–219
handling resistance, 220–221
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initiative-itis and, 212–213
making change tentative, 219–220
start and end points, clarifying, 214–215
uncovering people’s objections, 218

planning (learning cycle), 73
pole position (in front) approach, 160–161
policies and procedures, 102–103
positive attitude. See also attitude

cultivating, 124
promoting, 285
toward adversity, 71–72
toward change, 200–201

positive language. See also language
behind every problem lurks an 

opportunity, 98
every cloud has a silver lining, 157
importance of, 124, 156
for introducing changes to your team, 203

power
caution for using your, 126
employees bargaining power and rights, 

50–51
engaging and empowering management 

teams, 283
of story-telling, 226–228
of team purpose, 241–242

praising colleagues
for asking searching questions, 250
for challenging your views, 156
for good practice, 223
in public, 181, 189
using colleague’s name, 164

praising yourself, 71
principles, identifying, 45–46. See also values
priorities

categorizing, 118
clarity on, 112
determining, 117
developing people and, 36–37

proacting. See speaking your mind
problem/diffi cult people, handling, 150, 

166–167
problem-solving skills, developing, 97

procrastination, reasons for, 309
productivity

avoid being a busy fool, 110–111, 300–301
clarity on adding value to your 

organisation, 114–115
factors impacting, 124–125

progress
mapping towards peak performance, 

187–188
recognising, 164
reviews, 53, 188

project teams. See also teams
accelerating the development of, 254–255
accountability shared by, 258–263
challenging unhelpful behaviour, 257–258
commitment of, 257
forming, 251–252
leadership distributed among team 

members, 262–263
leading members with multiple 

commitments, 20, 256–258
preparing for action, 251–255
project plan, 251, 254, 256, 259–260, 262
project reviews, 252, 260
project-itis, 252
purpose of, 256–257
stages of development, 253–255
team process for, 261, 262–263

project-itis, avoiding, 252
publisher’s job description, 115
purpose. See also clarity of purpose; 

meaning
importance of, 109
investing time in, 256–257
of leadership, 23, 39
power of, 241–242
project teams, 256–257
shared sense of, 240
for speaking your mind (proacting), 

136–137
team purpose, 52, 116, 121, 241–242, 249
of your job, 109–110, 113–115, 152

31_9780470972113-bindex.indd   32331_9780470972113-bindex.indd   323 3/9/11   10:50 PM3/9/11   10:50 PM

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



324 Leadership For Dummies 

• Q •
questionnaire, team self-assessment, 247
questions, open, 155
questions, searching, 154–155, 233, 250

• R •
“raising the bar,” 52
rating your team, 245–246
refl ection. See also exercises

developing skills in, 75–76
importance of, 49
leadership learning logs, 77
learning from experience, 73
power of, 74–75
questioning yourself, 76
on your dilemmas, 92

refl ector role, 90
relating to people. See also genuine 

interest, showing
being non-judgemental, 149–150
building strong connections with 

colleagues, 148–149
described, 133–134
importance of, 134
“working with” and not “doing to” people, 

134–136, 145–146, 296
Remember icon, 5
respect

building, 134
earning, 305
showing, 146
total attention as, 138

responsibility, sharing, 246, 258–263, 
277–280, 284–288

results and objectives
celebrating the achievement of, 249
clarity on, 112, 115, 152
commitment to achieving, 162–163
example of, 115
focusing on, 116–118, 278–279
leadership style emphasising, 176
measuring with KPIs, 230–231

overfocusing on, 146–147, 278–279
role in achieving goals, 120
worthwhile, 242

right to lead, 28, 54–55
rights of employees, 51
role and/or position, leadership as, 28–29
role models

for appropriate behaviour, 240
becoming a role model, 303
double standards, avoiding, 179–180
impact of, 178
for inviting challenge, 156
leaders you admire, identifying, 177–178, 

303
for peak performance, 177–180
setting and maintaining standards, 178–179
showing leadership and, 151

roles of a coach, 190–191
roles of leaders

advocate role, 20
“agony aunt,” 20
cheerleader, 20
facilitator, 20
standard-bearer, 20, 178–179, 289

• S •
searching questions, asking, 154–155, 

233, 250
seeing things in a new or different light, 140
seeing what others miss, 158–159
self-assessments, teams, 246–247
self-awareness

developing, 75
increasing, 150
remaining aware of being dishonest, 

152–154
self-confi dence

being bold, 152
being your own critical friend, 70–71, 302
benefi ts of, 68
defi ned, 31
developing, 68–72
“diffi cult” conversations, coping with, 141
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learning from adversity, 71–72
for speaking your mind, 137
talking yourself up, 101, 302–303
through clarity, 152

self-doubt, healthy versus unhealthy, 69–70
self-esteem

imposter syndrome and, 101
praising people in public and, 189
using positive language, 156

self-knowledge. See also feedback; leading 
yourself

for being an authentic leader, 63
developing self-confi dence, 68–72
importance of, 15, 17–18, 61
Johari Window exercise, 65–68
seeking feedback from others, 65

senior management teams. See also teams
accountability shared by, 284–288
breaking the dependency cycle, 278–279, 

289–290
building collective responsibility, 277–280
challenges of, 280–281
coaching for, 286–287
critiquing each other’s thoughts and 

ideas, 282
embedding behaviours you cherish, 

287–288
encouraging courageous conversations, 

280–283
healthy environment for, 285–287
leading by example, 21
name change for, 28
preparing others for leadership, 288–290
silo management, avoiding, 146–147, 

279–280
strength through vulnerability, 282–283

senior managers. See also managers
disagreeing with, 99–100
role as coach, 78

senses. See also common sense
being in the moment, 138, 157–158
listening for meaning, 159–160
seeing what others miss, 158–159
switching on, 138–139, 157–160

servant leadership, 37–38
shared meanings (inter-interpreting) , 

creating, 139–140
signifi cance, noticing, 76
silence, becoming comfortable with, 155
silo management, 146–147, 279–280
“sitting on the fence,” 99–100
situational leadership, 167
slopy shoulders, avoiding, 63, 202, 259–260
SMART (Specifi c, Measurable, Achievable, 

Relevant, Time-based), 187
social changes, 196
speaking your mind. See also 

communication; conversation
asking searching questions, 154–155, 233, 

250
biting the hand that feeds you, avoiding, 44
coaches and, 191
concerns about, 249–250
coping with embarrassment and threat, 

66, 137, 156–157
courage for, 136–137, 151–152
environment created for, 150–151
importance of, 83, 136–137, 297, 301–302
inappropriate times for, 154
inviting challenge, 156
leadership learning log exercise, 77
managers’ encouraged in, 280–283
remaining aware of being dishonest, 

152–154
sphere of infl uence

described, 123
expanding, 16, 123–126, 297
having more infl uence than you think, 

123–124
mindset for, 123–124
questioning whether something really is 

outside your control, 124–125
targeting people you want to infl uence, 126

stages of team development, 253–255
stakeholders, sharing your team’s purpose 

with, 242
standard-bearer role, 20, 178–179, 289
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standards. See also peak performance; 
performance; unacceptable work or 
behaviour

acting quickly when people don’t meet, 
180–182

applying the golden rule of “Now,” 
181–182

clarifying, 102–105
dangers of ignoring unacceptable 

standards, 180–181
double standards, avoiding, 179–180
drawing the line/reinforcing, 102–105, 301
falling standards, looking out for, 180
making allowances for, 105
“raising the bar,” 52
setting and maintaining, 178–179

start and end points for change, 214–215
stepping forward. See taking the lead
stop, think, breathe! (diver’s motto), 208, 

232, 298
storming stage, of team development, 253, 

254–255
story-telling, power of, 226–228
strength through vulnerability, 141, 282–283
style of leadership

challenging/target-driven approach, 169, 
170, 173

choosing, 167–168, 174
clarifying outcomes you want to achieve, 

174–175
decisive leaders, 111–112, 219
factors impacting, 165–166
fl exible/supportive approach, 170, 173
high-emphasis, issues needing, 176
impact on people and performance, 

171–173
modifying, 167, 169, 170–171, 173–176
personal preference or natural leadership 

style, 174
problem people and, 166–167
range of styles needed, 165–168
understanding different styles, 169–173
your own boss’s style, 167–168

success
in infl uencing people, 123
key performance indicators (KPIs) 

measuring, 115

measuring, 237
recognising your, 69
while keeping friends, 102

supportive/fl exible style of leadership, 
170, 173

surfers role, 199
switching your senses, 138–139, 157–160
synergy, of high-performing teams, 238

• T •
taking the lead. See also leadership

becoming comfortable with being 
uncomfortable, 96–98, 296

believing that everyone wants to make a 
difference, 294

building up, not putting down people, 
155, 295

common sense for, 293–294
expanding your sphere of infl uence, 16, 

123–126, 297
keeping your head when everyone is 

losing theirs, 298
listening before you leap, 295
opportunities for, 15–16, 29–30, 294–295
overview, 14
rising to every leadership occasion, 

294–295
speaking your mind, 151, 297
“working with” rather than “doing to” 

people, 296
talking yourself up, 101, 302–303
target-driven/challenging style of 

leadership, 169, 170, 173
tasks

capability to do, 183
commitment to achieving, 162–163
defi ned, 116
delegating versus doing yourself, 55
focusing on, 36, 116
important, 116–118
leadership, 52–53
managers, 53
prioritising, 36–37, 118
taking ownership of, 52, 128, 160, 307
urgent, 116–118
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team atmosphere, 246, 248–249
team process, 261, 262–263
teams. See also high-performing teams; 

project teams; senior management 
teams; virtual teams

agenda for meetings, 238
atmosphere of, 246, 248–249
clarifying the purpose of, 52
developing the capability of, 53
effectiveness of, assessing, 244–247
high-performing, 237–244
introducing changes to, 202–203
leadership distributed among team 

members, 262–263
leading, 20–21
making a good team great, 309
making the un-discussable discussable, 

249–250
naming a team, 266
process for, 261, 262–263
purpose of, 52, 116, 121, 241–242, 249
rating your team, 245–246
self-assessments, 246–247
sharing responsibility and accountability, 

246, 258–263, 277–280, 284–288
stages of development, 253–255
striving for continuous improvement, 238, 

248–250
vision for, 121–122

technology, 195, 196, 280
teleconferences, 274
theorising (learning cycle), 73
thinking

critiquing each other’s, 282
groupthink, 151
improving the quality of, 141
independence of thought, valuing, 243
nonattachment to thoughts, 140, 282
stop, think, breathe! (diver’s motto), 208, 

232, 298
understanding each other’s, 140

threat
coping with, 156–157
speaking your mind and, 66, 137, 153–154

360-degree feedback, 66

time
for coaching, 189–190, 309–310
investing time in the project’s purpose, 

256–257
making time for people, 148, 225
organising the use of, 118
spending on the team process, 261, 262
spending the right time on the right job, 119

time zone differences, 274
timekeeping standards, 180–181
Tip icon, 5
tone of voice, 159
trial and error, learning through, 72, 175, 188
True Story icon, 5
trust

leading based on, 197
in others, 17–18
valuing, 243

“Try harder” statement, 83
Try This icon, 5
Tuckman, Bruce, 253

• U •
unacceptable work or behaviour. 

See also performance; standards; 
under-performers

addressing, 180–182, 309
dangers of ignoring, 180–181
interrupting and “talking over” other 

colleagues, 250
people actively undermining a change, 229
procrastination in addressing, 309
project teams challenging, 257–258
team member challenging, 250

under-performers
addressing, 309
cliffhanger conversations with, 185–187
handling, 102–103
leading towards peak performance, 

182–188
procrastination in addressing, 309
working on commitment and capability, 

183–185
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understanding, mutual
building, 130–131
creating shared meanings, 139–140
enhancing, 139
through proacting, 136

“unknown” pane (Johari Window), 66
urgent tasks, 116–118

• V •
vacuum, leadership, 14, 43
values

adding value to your organisation, 112–116
assumptions about, 86–87
being authentic, 300
clarifying, 82, 84–87, 155
communicating, 87–89
determining what’s important to you, 

84–86
feeling uneasy about (out of tune with), 

80–84
harmonising with others, 88–89
of high-performance teams, 242–244
identifying, 45–46
leaving old baggage behind, 82–84
living your values, 86
making a difference, 294
overview, 79
promoting your values over the values of 

others, 89
questioning what underpins your 

leadership, 81–82
reinforcing, 227–228, 246
team purpose supported by, 242
valuing having a vision, 120–121

victim of change mindset, 124, 200, 307–308
video conferences, 88, 274
views

being open to, 140
believing that everyone wants to make a 

difference, 294
encouraging colleagues to question and 

challenge, 250
holding back, 64
improving your understanding of, 162
making the un-discussable discussable, 

249–250

managers encouraged to express, 280–283
overreacting and rejecting, 270
seeing things in a new or different light, 140
virtual team members expressing, 269
work colleagues expressing, 141

virtual teams. See also teams
building commitment, 269
challenges of leading, 268
cultural differences within, 273–274
described, 20, 266–267
ending and celebrating the team, 275
language differences in, 272–273
meeting in person, 274
misconceptions about, 265
naming a team, 266
permanent or temporary, 266, 270, 275
showing genuine interest to, 271–272
time zone differences, 274
“we’re not a team because we never 

meet” attitude, 269–270
working together, 270–274

vision
creating your own, 121–123
fi eld of, 159
valuing, 120–121

visionary leaders. See also leadership
becoming, 119–123
creating your own, 121–123
overview, 119–120
use of story-telling, 228
valuing having a vision, 120–121

voice, tone of, 159
vulnerability

coaches and, 191
inviting challenge and, 156
senior management teams,’ 282–283
strength through, 141, 282–283

• W •
walking the talk, 224. See also leading by 

example
Warning! icon, 5
wavers role, 199–200
win-lose outcomes, avoiding, 126
winning together, focusing on, 162–163
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win/win outcome, turning loss into, 43
words. See also language

cultivating a positive mindset and, 124
emphasis on, 157, 159
meanings attached to, 162
repeated use of, 159

work colleagues. See also employees
appreciation for, 150
building strong connections with, 148–149
getting to know, 147
open and honest conversations with, 141
as source of information about under-

performers, 186–187
taking ownership of tasks, 160

work ethic, 95
working from home, 196–197
“working with” versus “doing to” people

examples of, 145–146
exercise, 134–135
importance of, 135–136, 296

workplace changes. See also maintaining 
workplace changes

bridging the gap between old and new, 
215–216

celebrating people’s contributions, past 
and present, 213–214

concerns and reactions to, 196, 197–199, 
208, 217–221

cultural considerations, 210–211
fear of, 220–221
gaining buy-in from everyone, 211, 218–219

happening for the better, 53
inconsistency, avoiding, 218
initiative-itis (initiative overload) and, 

212–213
lack of information on, 198
leading change you disagree with, 203–204
making change tentative, 219–220
minimising resistance to, 217–221
opportunities for, 210–211
pace/speed for, 197, 217–218
planning for change, 212–216
roles adopted by employees, 199–200
start and end points for, 214–215
starting from where you are, 211–212
stop, think, breathe! (diver’s motto), 208, 

232, 298
taking ownership of, 188
technology introducing, 196
too little or no involvement with, 198
updating employees on, 231–232
victim of change mindset, 124, 200, 

307–308
when to start, 211–212

workplace culture. See also workplace 
changes

aspects of (iceberg metaphor), 205–206
described, 166, 204–205
diving deep to uncover, 206–207
initiative-itis (initiative overload) and, 

212–213
working from home, 196–197
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