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acƟ on thinking 64, 65
aims and objecƟ ves, seƫ  ng 17, 

18–19
apƟ tudes 6, 7
authority 134–6
awareness, and leadership 112

benefi ts of Ɵ me management 65
born leader checklist 109

capability 10–11
career management 107–12, 139
chair, golden rules for the 165
chief execuƟ ves, successful 138, 

194
clear thinking 173
commitment 15–16
commiƩ ed Ɵ me, making use of 

100–1
communicaƟ on skills 143–68
CommunicaƟ on Star model 146–9
courage 47–8
creaƟ ve thinking 184–7
criƟ cism 156–7
cuƫ  ng your losses 78

daily work, eff ecƟ ve 89–101, 104
decision sharing 124–5
decision-making, eff ecƟ ve 180, 182
decision-making conƟ nuum 124–5
delegaƟ on 72–3
depth mind 94, 172, 179, 180, 184

enthusiasm 38–9
environmental change 10–11

failures 22–3
feedback 155, 156–7, 188
follow-up of meeƟ ngs 166
forward-looking aƫ  tude 20

gauge, using yourself as a 31
generic role of leader 122
generic traits of leadership 131–3
generosity of spirit 44–5
geƫ  ng on with people 27–35, 54
graƟ tude 30
group personality and group 

needs 114
groups, understanding 113–19, 

139–40
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hard work 42–3
holisƟ c thinking 174
humility 51, 188

imaginaƟ on 46, 175–6
individual needs 115, 116, 117, 

118–19
integrity 49–50, 177–8
interests 6, 7
interrupƟ ons, controlling 96–7
intuiƟ on 180

Jacob’s ladder 18–19, 90
journey, success as a 25–6

knowing your mind 172
knowledge, authority of 134–6

leadership funcƟ ons 123
leadership levels 137
leadership qualiƟ es 131–3
leadership skills 105–41, 194
listening 153–4
luck 14, 21

meditaƟ on 67–8
meeƟ ng management 162
meeƟ ng types 160–1
meeƟ ngs, producƟ ve 159–66, 168
minutes of meeƟ ngs 162
mistakes, avoiding repeaƟ ng 77
moƟ vaƟ on 126–7

Nine Dots test 185, 195
no, saying 70–1
non-verbal communicaƟ on 150

objecƟ ve seƫ  ng 85
opportunity 21
opportunity cost 70–1
opƟ ons, evaluaƟ ng your 182–3
organizaƟ ons, understanding 

113–19, 139–40
originality, useful 187

paperwork, dealing with 98–9
Pareto principle 94–5
partnership 29
past mistakes 76, 77
personal sense of Ɵ me 59–68, 

102
perspecƟ ve, sense of 67–8
planning 79–87, 90–1, 103–4
planning/implementaƟ on raƟ o 

83–4
pleasant, being 28
posiƟ ves, accentuaƟ ng the 155
preparaƟ on for meeƟ ngs 163–4
prioriƟ zing 92–3
procrasƟ naƟ on avoidance 75–6
public speaking 151–2
purpose, sense of 12–13, 18–19, 

62–4

qualiƟ es of success 37–51, 
55–6

reciprocity 30, 32, 44
recogniƟ on 24
refl ecƟ ve thinking 64, 65, 66, 67–8, 

86–7
result, success as a 14
role, fi nding your 4
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sharing 32, 124–5, 150
skill, and leadership 112
smiling 28

task needs 115, 116, 117, 118–19
team excellence, hallmarks of 

129–30
team needs 115, 116, 117, 

118–19
temperament 6, 7
tenacity 40–1
thinking skills 169–91

Three Circles model 115–19
Ɵ me management 57–104
Ɵ me savers 69–78, 102–3
trustworthiness 33–5, 49, 177
truth, establishing the 177–8

understanding and leadership 112

valuing 177–8

work you love, fi nding 3–26, 52–3
worst-case scenario 82

bindex.indd   201bindex.indd   201 1/26/2011   11:34:00 AM1/26/2011   11:34:00 AM

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om


