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Call a Perspectives Phone Coach

Save your own time by calling 800-822-2801 x 122 to have an experienced expert
in 360° feedback take you through this sample report step by step. In 15 minutes
or less you will fully understand the Perspectives approach to assessing and
developing leadership competencies.




INTRODUCTION
=

Report Overview

Recently, you completed the Perspectives assessment. You may recall that you were asked to
provide two ratings for a number of management/leadership behaviors. For each behavior, you rated
the level of proficiency that is required in the job and you rated your current level of proficiency.
Your supervisor and others may have completed an assessment for you as well. This report presents
your assessment results. The report sections included in this report include:

1. EXECUTIVE SUMMARY

The Executive Summary provides you with an overview of your results. It is the only section in
this feedback report that provides you with competency-level results. You will find two reports in
this section:

= Job Requirements Comparison
= Competency Ranking

As you review these reports, remember that not all competencies will have equal importance for
your job. Consider your own personal goals, your organization's goals, and any other influencing
factors as you interpret these reports.

In addition, keep in mind that a competency score is the average of all of the behaviors that are
related to the competency. The behavior-level reports presented in the Job Strengths and
Development Needs and Support Data sections of this report will give you more detailed information

about your results.
2. JOB STRENGTHS AND DEVELOPMENT NEEDS

The Job Strengths and Development Needs section of your feedback highlights the behaviors in
which you show relatively more job strengths and those in which you have relatively stronger
development needs. The results presented in this section are behavior-level results. The information

is presented in two reports:

= Qverview of Job Strengths
= QOverview of Development Needs

3. SUPPORT DATA

This section of your feedback presents detailed results of your Perspectives assessment. It
provides results from everyone who provided ratings on each behavior (ratings from your peers and
subordinates have been averaged).

4. DEVELOPMENT SUGGESTIONS

This section of your feedback provides suggested development activities you can undertake to
help you improve in certain areas. The development suggestions are based on the Job Strengths and
Development Needs section of your report. Twelve sets of suggestions are included: four for areas
of strength and eight for development needs.

INTRODUCTION -1
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JOB REQUIREMENTS COMPARISON

Competency Scores

Competency

Self
Required Proficiency

Supervisor

Required Proficiency

Time Management and Prioritizing.

Ability to manage time, both your own and others'. Includes such
skills as: Negotiating priorities; exercising self-discipline; controlling
interruptions by shaping the behavior of others whose priorities are not
your own; being time-effective versus time-efficient.

3.8

3.0

Setting Goals and Standards.

Ability to manage activities and projects toward measurable goals and
standards, setting these jointly with others so as to develop their
understanding and commitment. Includes the following skills:
distinguishing among wishes, activities, and quotas; reducing barriers
to the goal-setting process; evaluating goals against the major criteria
of effective goal setting; using goals to motivate.

4.6

4.0

Planning and Scheduling Work.

Ability to manage projects (one-time programs) and processes (ongoing
work flow) by applying the major tools and techniques of management.
Includes the following skills: analyzing complex tasks and breaking
them into manageable units; selecting and managing resources
appropriate to the tasks; using systems and techniques to plan and
schedule the work; setting checkpoints and controls for monitoring
progress.

4.0

4.5

Listening and Organizing.

Ability to understand, organize, and analyze what you are hearing so
as to decide what to think and do in response to a message.
Specifically, includes such skills as: identifying and testing inferences
and assumptions; overcoming barriers to effective listening;
summarizing and reorganizing a message for recall; withholding
judgment that can bias your response to a message.

2.8

3.2

Giving Clear Information.

Ability to assess a situation, determine the objectives, and give clear,
concise, well-organized, convincing messages that will best meet the
objective. Includes the following skills: overcoming physical,
psychological, and semantic barriers in our interactions with others;
keeping on target and using persuasion effectively; maintain a climate
of mutual benefit and truth.

4.0

3.5

Getting Unbiased Information.

Ability to use questions, probes, and interviewing techniques to obtain
unbiased information and to interpret it appropriately. Includes such
skills as: using directive, non-directive, and reflecting questions
effectively; employing the funnel technique of questions; using probes
to elicit additional information; recognizing latent and manifest
meanings; confirming understanding and obtaining agreement.

4.3

2.0

JOB REQUIREMENTS COMPARISON -1
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JOB REQUIREMENTS COMPARISON

Competency Scores

Competency

Self
Required Proficiency

Supervisor
Required Proficiency

Training, Coaching, and Delegating.

Ability to develop people. Includes the following skills: selecting the
right people; reaching agreement on plans for action; keeping a balance
between input and output; transferring responsibility to the employee;
giving feedback effectively; providing appropriate rewards.

4.8

4.5

Appraising People and Performance.

Ability to carry out a constructive performance appraisal involving
joint evaluation of past performance, agreement on future expectations,
and development of a plan to see that these expectations are met. Also,
the ability to give effective feedback on an ongoing basis.

3.2

2.4

Disciplining and Counseling.

Ability to provide counseling and discipline in a positive manner... to
restore the employee's performance within the accepted standards or
norms without loss of face (respect, trust) on anyone's part... to get the
employee to accept responsibility for correcting the deviation within
the agreed-upon time frame... and to reinforce the employee for
improved performance (or take the appropriate action if no
improvement occurs.)

3.7

2.3

10.

Identifying and Solving Problems.

Ability to identify barriers that keep you from achieving your goals and
standards, and apply a systematic set of procedures to eliminate or
reduce the causes (root problems). Includes such skills as:
distinguishing between symptoms and problems; collecting and
weighing evidence relating to causes; and implementation the most
appropriate course(s) of action.

4.4

4.4

11.

Making Decisions, Weighing Risks.

Ability to construct a decision matrix that helps to examine options;
identify limits, desirables, and risks to be considered; assign weights to
each alternative; and select the best option for meeting the desired
goals and standards.

3.3

3.8

12.

Thinking Clearly and Analytically.

Ability to apply logic and think clearly so as to effectively interpret
situations and information before deciding what actions to take.
Includes the following skills: identifying valid premises and drawing
logical conclusions from them; separating fact from inference and
assumption; using inductive and deductive logic; recognizing fallacies,
false premises, and generalizations based on insufficient evidence.

4.6

2.6

JOB REQUIREMENTS COMPARISON -2
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JOB REQUIREMENTS COMPARISON

Competency Scores

Competency

Self
Required Proficiency

Supervisor
Required Proficiency

13.

Action Orientation.
Takes action and risks when needed; makes difficult decisions when
necessary.

4.3

4.7

14.

Flexibility.
Adapts to change in the work environment; effectively copes with
stress.

3.3

2.7

15.

Influencing.

Networks with, and provides information to, key groups and
individuals; appropriately uses persuasion and authority in dealing with
others to achieve goals.

3.6

3.0

16.

Change Management.
Champions organizational change; plans for managing change and
helping the workforce deal with work-related transitions.

3.7

4.0

17.

Customer Focus. ,

Actively seeks customer input; ensures customer needs are met;
continuously seeks to improve the quality of services, products, and
processes.

4.0

4.3

JOB REQUIREMENTS COMPARISON -3




Job Strengths

10.

11.

12.

13.

14.

15.

16.

17.

A

A\ 4

Self

Appraising People and
Performance
Listening and Organizing

Flexibility
Influencing
Customer Focus

Time Management and
Prioritizing

Making Decisions,
Weighing Risks
Disciplining and Counseling

Change Management

Planning and Scheduling
Work
Giving Clear Information

Getting Unbiased
Information
Action Orientation

Identifying and Solving
Problems

Thinking Clearly and
Analytically

Setting Goals and Standards

Training, Coaching, and
Delegating

Development Needs

COMPETENCY RANKING
SRR e e

Supervisor
Disciplining and Counseling

Appraising People and
Performance

Thinking Clearly and
Analytically

Getting Unbiased
Information
Flexibility

Time Management and
Prioritizing
Influencing

Making Decisions,
Weighing Risks
Listening and Organizing

Customer Focus

Planning and Scheduling
Work
Setting Goals and Standards

Change Management
Giving Clear Information

Training, Coaching, and
Delegating

Identifying and Solving
Problems

Action Orientation

Direcf Repdrt
Disciplining and Counseling

Appraising People and
Performance
Giving Clear Information

Listening and Organizing

Time Management and
Prioritizing

Making Decisions,
Weighing Risks
Change Management

Flexibility
Customer Focus

Getting Unbiased
Information
Influencing

Action Orientation

Planning and Scheduling
Work

Thinking Clearly and
Analytically

Identifying and Solving
Problems

Training, Coaching, and
Delegating

Setting Goals and Standards

COMPETENCY RANKING -1

Peer
Change Management

Planning and Scheduling
Work

Thinking Clearly and
Analytically

Disciplining and Counseling

Listening and Organizing
Influencing
Customer Focus

Appraising People and
Performance

Making Decisions,
Weighing Risks

Giving Clear Information

Getting Unbiased
Information

Training, Coaching, and
Delegating

Action Orientation

Setting Goals and Standards
Time Management and
Prioritizing

Flexibility

Identifying and Solving
Problems



OVERVIEW OF JOB STRENGTHS

Self Perceptions

You view the following areas as job strengths:

Competency
Linkage

16.

22.

32.

33.

34.

Is good at remembering information that was discussed previously.
Uses words and language skilltully to convey facts and feelings.

Lets others know when their performance is on target or below expectation.

Helps others to spell out what actions they will take to improve performance.

Gives feedback frequently as a daily tool to influence the behavior of others.

Listening and
Organizing

Giving Clear
Information

Appraising
People and
Performance

Appraising
People and
Performance

Appraising
People and
Performance

Supervisor Perceptions

Your supervisor views the following areas as job strengths:

Competency
Linkage

30.

31.

32.

33.

37.

Gives feedback to let others know how they are doing and where they can
improve.

Gives corrections in a constructive manner that others are able to accept.

Lets others know when their performance is on target or below expectation.

Helps others to spell out what actions they will take to improve performance.

Gets agreement on where behavior was inappropriate before attempting to
correct it.

Appraising
People and
Performance

Appraising
People and
Performance

Appraising
People and
Performance

Appraising
People and
Performance

Disciplining and

Counseling

JOB STRENGTHS -1



OVERVIEW OF JOB STRENGTHS

Direct Report Perceptions

Your direct report raters view the following areas as job stréngths: Competency
Linkage
34. Gives feedback frequently as a daily tool to influence the behavior of others. Appraising
People and
Performance
35. Sees discipline as a positive tool for restoring behavior to desired levels. Disciplining and
Counseling
36. When someone's behavior is out of line, uses discipline constructively and Disciplining and
effectively. Counseling
46. Makes decisions in an objective, analytical basis... rational, not emotional. Making
. Decisions,
Weighing Risks
20. Sets others at ease and maintains a positive climate in communicating with Giving Clear

others. Information
Peer Perceptions
Your peer raters view the following areas as job strengths: Competency
Linkage

13.

64.

18.

12.

14.

Shows skill in managing projects and new assignments.

Develops strategies, policies, and procedures to manage change.

Listens to the other's message and avoids letting personal bias get in the way.

Shows skill in organizing a variety of activities to meet or exceed expectations.

Pays attention and listens actively when others are explaining something.

Planning and
Scheduling Work

Change
Management

Listening and
Organizing

Planning and
Scheduling Work

Listening and
Organizing

JOB STRENGTHS -2



OVERVIEW OF DEVELOPMENT NEEDS

Self Perceptions

You view the following areas as development needs:

Competency
Linkage

51. Recognizes personal bias in seltf and others and takes it into account. Thinking Clearly
and Analytically
63. Champions organizational change based upon a strategic view of the future. Change
Management
48. Avoids coming to conclusions based on limited data. Thinking Clearly
and Analytically
43. Takes time to get agreement on criteria and conditions to be met before making | Making
decisions. Decisions,
Weighing Risks
36. When someone's behavior is out of line, uses discipline constructively and Disciplining and
effectively. Counseling
Supervisor Perceptions
Your supervisor views the following areas as development needs: Competency
Linkage
52. Acts decisively on own authority when timely action is needed, even in Action
uncertain, difficult, or unpopular situations. Orientation
43. Takes time to get agreement on criteria and conditions to be met before making | Making
decisions. Decisions,
Weighing Risks
42. Sees problems as an opportunity to learn and to improve quality. Identifying and
Solving
Problems
19. Communicates in a clear, concise, well-organized, and easily-understood Giving Clear
manner. Information
16. Is good at remembering information that was discussed previously. Listening and

Organizing

DEVELOPMENT NEEDS - 1



OVERVIEW OF DEVELOPMENT NEEDS

Direct Report Perceptions

Your direct report raters view the following areas as development needs:

Competency
Linkage

23. Avoids asking leading questions that bias the respondent's answers-e.g., I like Getting Unbiased
it. What do you think? Information
11. Takes sufficient time to plan and schedule projects before launching them. Planning and
Scheduling Work
7. Does not allow daily crises and interruptions to intefere with meeting our Setting Goals
goals. and Standards
29. Delegates and shares assignments that help others to grow and develop. Training,
. Coaching, and
Delegating
28. When delegating, takes time to cultivate "buy-in" and commitment from Training,
others. Coaching, and
Delegating
Peer Perceptions
Your peer raters view the following areas as development needs: Competency
Linkage

7.

28.

56.

40.

42.

Does not allow daily crises and interruptions to intefere with meeting our
goals.

When delegating, takes time to cultivate "buy-in" and commitment from
others.

Copes effectively with personal and job pressures that cause stress.

Avoids jumping to solutions before evaluating all the evidence.

Sees problems as an opportunity to learn and to improve quality.

Setting Goals
and Standards

Training,
Coaching, and
Delegating

Flexibility

Identitying and
Solving
Problems

Identitying and
Solving
Problems

DEVELOPMENT NEEDS -2



1 - SHY0DS ASV.L
(" ponunuod)

*seod Ino Suneswr YIim aI0foIUl

o | oc | os | st | ot | sy | o | oTc | ov | 0T || o€ | 0¢ o1 suondnIzayat pue sasiro A[1ep mo[[e 10U 20
*sTe03 eso1)) jsurede
W.Ol O m W m O Hc ON Om . OO OW Om O M.. Om O‘V ssa13oxd S9IBN[BAS PUB ‘SISYIO PUR J[oS I0] wﬁmow §198 O
"s[eod s, uoneziuesio oy o) drysuoneer
OH Ov O m WO.. W m O.V ON . O.—u ON O m| ON O ¢ 1oy} I0J sanIAllOR pue wuoo_.Ou& MU sajen[eAyq m
LHusnyory LHuepyeld AHupyeag Loy fHuspjoag LHuapyoeg fHuwnrjeld LHuwpyoely
den LN padinbay den uRLIND paqinbay den uRLIND paainbay den WALIND patinbay
) 1a10doy
RERE | 1R Josaradng MEN SpJepue)S pue s[eoq) sunias

-auoyd oy wo

00 oy | ov || SI- | 0T | s€ | 0% 0s | o€ |l ot 0S | 0°¢ | ueys puesBunasw o oum jo osn danonposd sEW
"$I97J0 0] JIom Furald pue
00 oV 0y 01- ST G'€ 01 oy | 0OF¢ 01 0¢S \E% Bunedalop Aq s[qeaFeuewl peojiom [euosied sdeay] ¢
"oy 0] spuBWSp SUNOIJU0d
¢1- 0¢ Sty || o1 983 ST || 0T 0¥ | 0§ || o1 0€ 0v anfosal o) duiane we wf sspprond sajenodeN “Z
1081%)
WH: 0¢ Sy ON mm G'1 OH ON O,H Oﬁn Om O.V TO SIANTATIOR momM 0] se OS mﬁoﬁmécua sjonuo)d U1
Auspijeay Louapijoag fHwpyoay Ausnpigodd fusposy Luepyorg LHuapyody Auspijoag
deny RN paainbay den LN paambay den RN padinbay den JuRLIND paainbay
woday
RERE | 1AL Josardng JI9S SUIZNLIOLI] PUR JUUISSBUR]A] SUIL],
ssuney SYSe I /AoudjRdumo))

SHIOOS JASV.L



T - SHYOIS HASVL

*SjuswudIsse
0T 0s | 0¢ | S0 oy | se | o1 0s | 0¥ | 0% 0r | 0T mau pue siooford FuFewen w [Inys smots g
‘suone}oadys paeoxs 10 jes
¢ 0S ce |l 01 06 | ov || o¢e || 0T | 0S| 01 0s | ov 01 SABIATIO® JO £19LIEA ¥ BUIZIUEDIO UL (IS SMOUS T
eyl wdﬂﬂogﬂ 210J3q
WO O._w . Wm WN« ON W.V O,_” OW O.V ONI O m OW muom.ﬂOuQ |[npaYyds pue ﬁ.ﬁ& 0] aum justorjns saxye] - ﬁﬁ
. ‘suop Fureq a1e syse] 10 sposford Lem o aroxdurn
50 oy | se | oI sz | se| o0 0s | oS || o || oe | oF 01 404 1O SEAPY SATOD[am PUE sAvm 10} SYOOT (]
Louapyjorg LHuapyeny ERICIRY (R ¢ Huspyosy Louspyolg Auspljelg Husplolg Aouspyorg
den RLUEREN ) paainbay den JuRLIND paainbay den LN padmnbay deny alInD paambay
1a0dayy
RECE | 1R Jostaradng JeS YI0AA SUINPaYOS pue Surnmed
Oﬂ| Om O.V ON: WN WAV Oﬂn Om O‘V ONl Om OW .mﬁdow onsIeal 198 Aﬁoﬂ 0] SIa7310 wWoly H.D&E U0 SaIay Q
.mwohoﬁmﬁﬂo Iaio pue J[es woly
OHA Wm W._u Wﬁa WN O.v ON.. Om OW ON: ON O.—u T urIItIod wﬁﬁuow I0J ssooold e se MEHHOW ﬁmow Sas) w
FSLEIRTITNE | FRLEISTIES § LHuapijorg Huspljosy Adudpyyorg Auwpyyelg Luspljoly Lwpjelg
den JuRLIND pasnbay den RLIND patinbay den JuBLIND paainbay den uInD padinbay
ERGLEN |
REES | PRI Josiaradng JIRS SpIepue)§ pue s[eos) 3uniag
ssuney SySe]/Adudjeduno))

e e
SHIOOS JASV.L



€ - SHYOOS ASVL

(- ponunuoo)

*SISUI0 IM SUNBOIUNUITIOD

¢o- || 07 T | ot Sy | ST | oe | o1 0y || 0T 0'S | 0¥ | urewmo oanisod e sueupeur puz 2520 18 SIOHO SIS “(T
“Isuueur @OSmH@Uﬁﬂ.%ﬁmmo pue
OO Wm Wm WO Wm Om Om: ON OW OM0 ON OW ﬁoﬁﬁﬁw.HOqzog dmﬂoﬁOo dmoﬂo B Ul sajedlunuIuao)) Qﬁ
fuapijoad Luapijolg Huspijoag Luwpyoly LHuaprjolg Ludyoag Huepjolg Luspyeld
deny juLIND paainbay den RLIND paJainbay den, RN paainbay deg JuRLIND paainbay
110day
REES | 1R Josiaradng JeS UOTJRULIOJU] Je3[)) SUIAID)

‘Aem o1 ur 153 selq [euoszod

Se 0s | st o1 Sy | Sse| 0T 0z | o1 || o1 0T | 0¢ FUme] SPIOAT PUE SFBSSIUI 1O A 01 SUASLT G
‘Burzireuruins pue ‘1ayeads
WO: Olv. m.v WO Om WN OM OW O.V Oﬂ: O.V Om |y uo wﬁmﬁoo.« «mdoﬁmodv MEMwm %n— 1salalul smoys N\H
.bmeT»OHQ PIssSnosIp
01- | oc | o¥ | so- | ot | sT| o¢ || oT | 0§ || o¢ 0s | 07 e\ 18 UORFULIOJUT BULISqUIWAL 12 pOOS S| “g
"a8essetx xs[duroo e 03 Jurus)sy
¢'I- T 0y | 07 g ST | 0T oy | 0T | 07 ov | 07 1oys Supzyrewns £q SwpUasIspun SWIYUOD G
‘Surpewos Surureidxs
Wﬁ O W G m OO Wm Wm ON: ON OAV ON O.V ON ale SIS0 Usaym h~0>ﬁom SUuS3sl| pue uonusyue w\mmm VM
AHusnjolg Ausnijoly Luspijory LHunyold fouwpyoag Luspyolg LHuapyolg Auspyoag
desy JuRLIND paainhay den uBLIND painbay den RuND padinbay den wRLInD paambay
1x0day
RECE | 1R Jostaxadng MEN suiziue3. pue Surud)sry
ssuney S HANLSLEIE i)

L —
SHIODIS JSV.L



¥ - SHY0DS ASVL

¢0 v 0¥ ¢l 0y ¢C 0'¢C 0 0T 0T 01 0y | ssomsue oy sussy Apuoned ‘sroqio Suruonsenb uoym  GT
‘SIS0 UIody
0'1- 0€ 0¥ 00 ¢'¢ [y 0T 0t 07 01 0°S 0P UONBULIOJUT SJeInook 133 03 A[oAnoajje suonsenb sesn) g
S
. nok op JBYM T NI | ‘'3 e-sremsue s juspuodsar
01- ¢T e || st 07 ¢y || 0t 0% 0T || o¢ 0C 0¢ o serq Jemp suonsonb Bumpea] Fupise SPIOAY €7
DHuswold fHuapyolg Huspold Auspljoly Huspijolg AHuspyolg Auspolg fHuspijosy
den RLIND paambay den JRLIND paxnbay den JuLIND padmbay den RLIND paainbay
110day
RECE | 1o2II(J Jostardng BEN UOTJRULIOJU] PIseIqu)) Sulen)
‘s3urfes) pue
00 ¢ se || ot Sy sT || o1 07 01 || o€ 0§ 07 s108) £2Au02 0} A[[nyIrys 2Fendue] pue sprom sas 7T
*(1wreasrar) ymod
¢1- | 0% se |l 00 ¢e el 0T || 0T | 0% || 0T | 0€ | 0 | oW o puepasnooy s Lo vl saitin pue sypads g
LHuwnyoag LOwpoLy AHuspijold Huwepyolg Adusplyord Auwpyosg Luspijorg LHuspljolg
deny FIICREY 1o} paainbay deny uRLIND paambay den RLIND paainbay den RLIND paainbay
1roday
RECH | 1R Jos1Ardng JeS UONBULIO U] Jed])) SUIAID)
ssuney SYSeL/Audjpduro))

SHIODS MSV.L



¢ - SHJOOS ASVL

(" panuruo)

‘uoneiosdxae mofeq 10

Wﬁ m._u OM Wﬁ O.V WN Om OW ON Om OW ON 19818 TO N Qodmgo,tom oY) UsUm MOUy SISO S197] Nm
1dsooe 01 9[qe 3Ie
OO Om Om OO Wm WM Om OW ON OO OW Om SISTI0 JEY] ISUUBUI SATIONIISUOD B UT SUOIIOIIIOD S9AID) ﬁm
‘aaordurr ueo Aoy a1eym pue
0°0 oe | o¢ || 00 Ov | 0% | 0€ || 0S| 0T || 0€ | 0T | 0 |3Fuopom iommoymowy s:omo o] 0) J0eqpedy oD (g
Huapyoeag LHuenrjolg Luspyoag AHuepyolg LHuspyolg Auapljotg Auspijelg Luwepyodg
den JuaLIn) paainhay deny RLIND paqmbay deny R paambay deg JULIND padinbay
1xoday
REER | 1.1 Jostaradng JBS dueuLIo)IdJ pue djdoad Sursrexddy
‘dofeasp pue mo1d
WO Wm Om ON: WN W*w Oﬁl O.—u Om OM| ON OW 01 sI1a710 nﬁuﬂ pLzies) wuﬂoaﬁwﬁmwm Saleys pue mmu.meoQ QN
*SISTIO WO JUSUITUIUIOD
0T T sy | ot T Sy || o1 0€ v || o€ 0T 0'S | Pue,ur-fng, aIEAB[O 03 SN SoXE) ‘BUNEEARP UM T
Sﬁﬁemﬁommou ﬁmﬁow.mﬂda SNOURUOd pue
¢1- 0€ Sy || o 0€ se || o 0€ 0§ || 0T 0°¢ 0% | Pow@air we se SIQIO $aYoR0D PUE SUIEN KPANOIT LT
*SISYI0 woly sesuodsal 9ATIOR pue
00 e G¢'T G0 ¢ (5% 0z 07 0y 0 ¢ 07C 0¢ wonedronred s3ed ‘sernpacord mau Furureidxe usypy, ‘97
Auapijoag DHuanjoIg Luapyosy Aouwpyoay Lunpyoag Luspyolg fHuapijorg Ludijodg
deny LN paainhay den LI paainbay den uRLInD padmbay den uLInD paainbay
EROLEN |
I3y 1R Jostaxadng JeS sunesae pue ‘Suroeo)) ‘Surured],
ssuney Syse]/A5udjaduio))

SHIODS 3SV.L



9 - SHY0DS JSVL

“J1 3021100 0} Sunduwrene 210J3q

01 P S¢ 00 G€ G'€ o€ - 0¢ 02 01 0¢ ov srerdorddeut sem I0TABUSQ SISUM UO JUSWSAIZE SI9D  “ /€
‘A[oATI00]J0 pPUB AJoAnoNIISUOD Surdrosip
S0 ge 0¥ ¢T 0°¢ (S 0y 0°¢ 01 0°¢ 0¢ 0'¢ SISTL'SUI JO MO ST IOIABYRq §,9UOIOS UG,  * O
. *S[SAQ] PaIISIp O] IOTABYaq
07 0¥ 0¢ || ST 0¢ T | o1 S 0y | o€ 0§ 07T Bupoisas 10f ooy aanisod © se oudiostp sag GE
Louspijord LHuspiyory Auspijory Luspijosg SHuspyosy Auapijodd Luapyolg Auspijoug
den JRLIND paJdinbay des) JuaLInD paamnbay den jusLIND paainbay den RLIND padmbay
110doy
REEE 11 JosaxRdng JIeS Surpsuno)) pue ururdosiq

"SISO JO JOIABYRQ o)

OO O W O W WN O m WN O ,H O W O.v O m O W ON {ousnjur O] 00} %ﬂm@ B se %ﬁﬁoﬂ@o@ HOrQPaJ SIATD .vm
-sournLIojred saordur
01- || S¢ Sy | o0t ov | 0T | 0¢ 0s | 0T || o€ 0'S | 0T | oo i fop suonoe segm no [jads 01 s1ao sdis g€
LHuspijolg AHuanijoad DHupyolg Luspijorg Lupyolg Luspijoag Auspljolg LHuspyory
deny LI paambay deoy juRLIND padinbay den JUBLIND padinbay den uRIn) paainbay
110day]
I39g JOQII(Y Josnaxadng N dueuLojad pue a[dosq Sursreaddy
ssuney SySe/Adudjdumo)

SHIODS JASV.L



L - SHJ0DS ASVL
(" panunuoo)

"UOISIoap ® Suryewr
01~ 0% 0'¢ 0 02 ot 00 0'¢S 0¢ 01 0¢S 0V 210J5q (seaneurale) suondo Jo IsquInu e I0J SY0O] %%
*SUOISIoa|p wﬁvﬂma 2l0Jaq 18w 3q 01
W . O| W m O : .v W . Ol O . m W . m O : m.. O N O . W O - m: O N O W STONTPUOD pUB BIISJIO UO JuswrssIde 198 o3 oum sayey, - m.v
LHuwpjolg Kusprjoad Auapijory LHuspyorg LHuspijosy Auwpiodd Luwapyosy fHwpyoelg
den RN paJinbay deny uRIIND paanbay den, JuRILIND paaiabay deny RLINY palinbay
110doy
REEE | 1R Jostaradng BEN SYSTY SUMSPAN ‘SUOISI( SUD BN

*Kirpenb aaocxdun

ST- | o€ | Sy | §I- e | os | oe || oz | 0S| oT || 0T | 0¥ o1 pure wreo] 0} Apumroddo we se swajqoid 995 *Zpy
*Aypenb eaordun
G0 Sy 06 G- 07 o'y 0T 0¢ 0¢S 0T 0¢ 0¢S 01 B 0S SUIAJOS-TR[qOId UT PIAJOAUT SISO S18D ‘v
"90USPIAD
ST- | s€ | 0S| 00 e | se |l 0T § o€ | 0S| 0T | 0T | 0% | oI 3Iuneneo ai05q swonnos o) Fudmn spoay Qp
"PS30II0D ST E&@Oum
00 0t 0ty ¢o 0 (97 0T 0¢ 0°¢ 01- 0¢ Ot | oW munysnory smofof woqord e Supoalioo sy *GE
*Pa9o9ons 0} ATSXI] ISOUT SUO T} S}O[aS
00 Sy | st || 00 ce | se |l 01 oe | 0T | 0T | 0t | 0¢ pue wa[qoxd © 0} SUOBN[OS AANVIIAIE sOWWEXE Qe
ALusrjolg Louspyorg Adwpyorg Aoudpyoelg Auepyolg AHuanyold Auwpijolg LHuwnyerg
deny JRLIND paainhay den :a....:ov paainbay deg juRLInD paainbay deny JLINYD paainbay
oday
REER | 111 Jostaxadng JI°eS StR[qoIJ SuIA[oS pue SurAJnuap]
Ssuney SySe]/Audjedmio)

L ——
SHIOOS JASV.L



8 - SHJODS JASVL

“Junodde ojul 31
¢o- | oe | se | o1 | <se| v | o€ 06 | 0T | 0% || 0T | 0 | s puesogopue s o seiq [suosiad sezusoosy *[g
‘pajen[eAs
¢ Sy | o€ || 00 Sy | S¥ || o1 0s | o¥ | 0T || ot | o0 PUE 00 195 212 $308) 91 [un vormdo SpLoYEIM (S
"TeoIZoy]T a1k Jet)) seapl
¢l Sy | o€ || 00 Sy | sy || or-| ot | or | o1 0s | 0% qorea 03 ornb 1 puw puru , dexn [oais, @ sKeldsIq 6y
01 ¢e ST || so Sy | 0v || 0T 06 | 0€ | 0¢ | 0T | 0 | ™ep pawmmuopsseq sulsnouod o) U0 SPIOAY g
) ‘SIL9YI0 JO suonor pue muﬂw noyl sy
00 0t 0V 01- 0 0¢ 07 0°¢ o€ 01 0¢ o ur suorsnouoo AneJ pue sasturard Axeys sezruSoooy LY
DHULPoLy LHuspolg Luapijerg Louwepyosg Auspijely LHupyosg Lwpyerd Auwprjolg
degy LI paainbay deny RLIND paambay den URLIND paainbay den RN paqinbay
jrodoy
Jdd 191(f Josiagadng JI°S AreonAreuy pue Ares) Sunuryy],
‘TRUOTIOUIS 10U ‘[eUONRI
01 oy | o0¢ || ¢t 0S ¢z | ot 0s | o€ || o1 0€ | 0T | siseq[eonklene ©2Anoafqo Ue Ul SUOISIOp SOEWN 9
‘uonoe oyuy 1t fuipnd
0 Sy | 0v || 01 oy | o€ | o€ 0s | oz | o1 0e | 07 210Jq UOISIO3P B (L PAIPIO0SST SYSHE I SUBIOM *Gfy
LHusnIjoLy DHuapyosy LHuwenyerg LHuwpyosg KHuapijorg Auspyolg AHusnijoag Auepyoelg
deoy LNy padimbay deny RLIND paanhay den LI padinhay den uLIND paamnbay
1x0day
I3g 192.1(f Jostaxadng JI’S SYSTY SUIYSIOAA ‘SUOISIA( Sunfey
Ssuney SYSeJ/Aou9jadmo))

e
SHIOIS JSV.L



6 - SHJODS SVL

“Isuueld
OO W.V W.—u O H; Wm W.—u Oﬂ O.—u Om ON Om O m SATIONIISTUOD B UL SYOBQISS PUB S[BSISASI 0O} mvﬂommom Bm
*S§SalI]S asned
W. ﬁn W M O W O H O W O.V O H OV O m O Hi O.V O W leqs sarnssaxd Q,Om pue Mwﬁom.«vm i %~0>ﬁoo¢o mOQOU wm
*§91081SqO wﬁoomxoﬂz
I0 ‘suouIpuoo Surdueqo ‘UONEBULIONUT MaU ‘ATndiqure
S0 e | oy || 01 0s | 0¥ || o¢ 0s | 0T | o7 0y | 07 o1 asuodsar uf spoypauI Jiom pue Joiwyeq sidvpy GG
Luapijosg LHuapijolg LHuspiyolg Husplolg LHuwpyosg AHuapijolg Adudpijoag Auspyolg
den weLIny paainbay den JuRLINY paainbay den RLIND padmnbay den JuRLIND patinbay
J10doy
RECE | 1R Jos1aradng EN AMIqrsafg
“O0s Op
$0 0s sy |l $0 S Sy || ot 0€ 0s || 0T 0€ 0'S | o pawanp 3uaqinomm vonoe sedordds sarenruy pg
S0 0¢ se |l so | o¥ v || 0T 0 | 0¥ || o1 0e | 0¥ 'PIEAIO] SIARERIL SAOUI O3 SYSHI POIR[IO[E0 SBL “€G
‘SuonBMIS
Jendodun IO ‘JNOIIP ‘UTE}ISOUN Ul USAS ‘Popadll ST
O. Ha O.V OW WO.. O.V W.V Om| ON O W O ﬁu O m O\V uornoe \ﬁoﬁuﬁ usym \muﬁoﬁﬁﬂm umo uo xﬁoﬁmﬁ.oo@ S0y NW
HuByoIg LHusnijeld LHuspijorg fHupyosy ALouspyjorg LHuapijolg Luspyjoad Luspijeg
den RNy paainbay den uRLIND painbay den I paainbay den juLIND padinbay
11oday
RERR | 1R Jostaradng JIeS UONBIUILID) UOIPY
ssuney SYSe]/A5ua3admo)

L —
SHIOOS MSV.L



01 - SHYOOS ASV.L
(" panunuoo)

"o8ueto afeUBW

07T 0°¢ 0€ 01 Sy GE 0z 0€ 0'S 01 oS 0¥ 03 sarnpaooxd pue ‘sororjod ‘sarderens sdojpasd 9
“eItiny SY) JO MSTA owmoumbm
01 oy | o€ | o1 0S¢ | ov || o7 ov | o€ | o0¢ || 0T | 0¢ v nodn paseq a30eyo [euopEziIEdIo suodweyD g9
fudpljelg MHuapolg Luapyolg Aouwploig Auspijold Louanijosg Luwepyotg Lwpyedd
den LN padmnbay den WRIIND paqinbay den juaLIND paJinbay den RN patinbey
110doy
I99d 1RIIQ Jostaradng JI9S JuuRSeury ISuey)

"S[e03 sASIyOR

S0 Sy 0+ ¢0 0t S'¢ 01 oV 0¢ 01- 0'€ 0+ 03 Apererrdordde souanyuwt pue ‘Aroyine ‘romod sesn 79
“UOTIoR JO 9SINOJ B ,OJUT Anq, 01
G'1 Sy 0¢ 01 G'¢ (S d 01 0v 0¢ 01 0¢S ov sIoo pue ‘s1ead ‘ssafojdurs ‘Juetrefeuwewr sspensisd ‘19
*SI910
00 9y ¢'¢ 0 07 0y 0T 0 0y 01- 0¢€ oY o0y wrer3oxd 10 uonezrwesio oy ssjoword/siuesardey ‘09
‘syuetndoreasp pue soanosfqo urerdoxd
S0 0¥ Sy || 0T- 0¢ 0% || 0T 0€ 0T || 01 0s 0% Jo s19q0 pue *seafojdwia ‘JusuIaBeUTI SUIOJY] GG
*steo8 ysidmoooe
0 0°¢ 9% ¢ o 0°¢ ¢t 0¢ 0'¢ 0¢ 0t 0°¢ 0'c 01 sdnoxd 10 S[ENPIAIPU Ko M SYIOMION  *8S
LHuapIjoId £Huapijoag Duspolg Ausnyolg Luwpyoly Duwbijold Luapyold Luwepyoly
deg RLIND paqinbay den RLIND paJinbay den RN patinbay den JuLIND pasinbay
1x0doy
Jo9d a1 hOmgthSw J1eS wﬂ@ﬁoﬁﬁﬁ:
ssumne Syse J,/Aduajoduio
I ASe L/ 0]

SHIOOS JASV.L



11 -SHJ00S ASV.L

*sossoo01d pue ‘sjonpoid ‘saorarss

01 Sy | sE | 0T ¢y | se | oo os | os | o1 | ov | o¢ Jo dupenb agp aroxdu Afsnoupuoo o1 skvm X995 89
“JoUI oIB
SISWOISNO JO suoneoadxe/syuaterrnbal oy aInsus 0}

0°1- 0€ 0¥ S0 0+ G'€ 01 0¢ 0t 01 0t 0'¢ | sweisAs YorqpPa9y/UOHEOIUNIIIOD SIS PUB SYSHQEIST  “ /L9

*s1onpold IO SIOTATSS JO KISAT[op pue juswdo[easp

m : O W .7 O b O 1- ¢ m WV O ﬂ; O m O.V O H O . W OA—u Y} ojut mﬁOESUD&MD PUB Spa”U JWOISTIO moumuwvua& . @@
AHusnijoad LHuspljory SHuspijelg AHuspjolg Auspljold Louspyeay Auapyosg Huwpljolg
desy JLIEREN o) paainbay den JuRLIND paainbay den RN padmbay den JUCR AL T paainbay
110doy
REEE | IRENE(g | Jostaradng JPS SO, J9UI0)SN))
"SUOTISURI] PIJB[oI-}IOM (M [Bap A[9ATIO9)Je puE
01 C¥ G'€ 01- [ ¢ 01- 0'€ 0V 01 0°€ 07T ‘1deooe ‘puejsopun seakojdwe sdjsy pue 10§ sweld *GQ
Audpijelg Louanijoad fuanyeld LHuapjoag LHuapyoad fusprjolg Luspyedd LHuwepyosd
deny JHERA o) padinbay deny LI paainbay des nRLIND padmbay deg uRLIn) paJinbay
1I0doy
BEEE | 11 Josiardng JeS JURURSRURA] 93UBY))
Ssuney SYSe]/Adus3duro))

e
SHIOIS JSV.L



DEVELOPMENT SUGGESTIONS

Job Strength

Is good at remembering information that was discussed previously.

This activity is linked to the following competency:  Listening and Organizing

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

S0 NSQUAR W N

Ask open-ended questions that require more than a "yes" or "no" answer.

Concentrate fully on what is being said. Don't let your mind wander or think about what you
are going to say next. Don't try to do other tasks while listening.

Practice listening skills by listening to a news broadcast and testing yourself on how much you
can remember.

Take an interpersonal communication course to develop skills for communicating one-on-one.
Listen for key words and phrases that embody the speaker's ideas.

Form associations (analogies, examples, illustrations) that will help you to remember.
Confirm understanding by rephrasing the speaker's message. Begin with "Let me make sure I
understand what you are saying. I hear three main points. First..."

Make notes of important information you want to remember.

Anticipate the speaker's purpose as you listen, modify your assumptions as you receive new
information.

Suggested Topics for Training:

Look for training programs or workshops that cover the following topics:

1.
2.

Listening and responding to others
Memory development

DEVELOPMENT SUGGESTIONS -1



DEVELOPMENT SUGGESTIONS

Job Strength

Gives feedback to let others know how they are doing and where they can improve.

This activity is linked to the following competency: Appraising People and Performance

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

1.

2
3
4.
5
6

~

10.
11.
12.

13.
14.
15.
16.
17.
18.

19.

Accept that demands for change are often met with resistance or even resentment. Give the
other person an opportunity to accept or reject your feedback and to give their side.

. Ask questions to make sure that the other person has heard and understands you correctly.

Have the employee restate what you have said.

. Ask the recipient whether they agree with your feedback and whether they have ever been

given similar feedback.
Be consistent in evaluating performance and in providing feedback; apply the same positive

and negative standards to all employees. :

. Be specific, avoiding general comments such as 'that was awful.’
. Before conducting a performance feedback session, take notes on the key items of information

that will be passed along to the employee and stick to these items of information during the
feedback session, do not wander off the topic.

Before giving the feedback, weigh the pros and cons of changes that may or may not result
because of the feedback.

Describe in detail the behavior that you are praising when giving positive feedback so that the
employee knows what behavior to continue.

Document and remember both positive and negative aspects of individuals' performances.
(We have a tendency to overly weight and remember negative performance.)

Let employees know that you are willing to provide feedback so that they will come to you for
advice before mistakes are made.

Positive and negative feedback should be provided promptly; do not wait for the performance
review.

Provide personalized ways of acknowledging excellent performance among employees, such
as personalized notes, letters for-the-record, notations in the performance appraisal, or
acknowledgment in front of senior management.

Recall instances of feedback from your managers trying to model aspects that worked and
eliminating behaviors that affected you adversely.

Recognize things about the person that they have done well and encourage them to build on
these strengths.

Set a goal to review performance and provide feedback on a regular basis. For example,
decide to review a subordinate's work every 2 weeks and provide feedback within 24 hours of
the review.

Specify a followup session to review progress.

Take responsibility for the feedback that you are providing instead of suggesting the
unanimous opinions of others. Use 'I think' or 'in my opinion' instead of 'you are."'

To learn to give good feedback, practice observing the behavior of others. Concentrate on
description instead of evaluation or judgment. Give the employee a chance to explain his or
her side of the issue.

To reinforce positive behaviors, develop a habit of noticing and commending employees for
thosey behaviors.y

DEVELOPMENT SUGGESTIONS -2



DEVELOPMENT SUGGESTIONS

20. When there is mixed performance, clearly separate the positive from the negative, reinforce
the positive, and provide factual corrections to the negative.

Suggested Topics for Training:
Look for training programs or workshops that cover the following topics:

Active listening skills

Barriers to successful communication
Crediting good performarnce
One-to-one communication skills
Performance appraisal

Performance feedback

Situational leadership

How to talk so that people will listen

RNAN R LI
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DEVELOPMENT SUGGESTIONS

Job Strength

Gives feedback frequently as a daily tool to influence the behavior of others.

This activity is linked to the following competency:  Appraising People and Performance

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

1.

2
3
4
5.
6
7

o

10.

11.
12.

13.

14.
15.
16.

18.

19.

Accept that demands for change are often met with resistance or even resentment. Give the
other person an opportunity to accept or reject your feedback and to give their side.

. Ask questions to make sure that the other person has heard and understands you correctly.

Have the employee restate what you have said.

. Ask the recipient if they acknowledge the need for change and how they think things could be

done differently. Help them identify small steps that can be taken toward a larger change.

. Ask the recipient whether they agree with your feedback and whether they have ever been

given similar feedback.
Be consistent in evaluating performance and in providing feedback, apply the same positive
and negative standards to all employees.

. Be specific, avoiding general comments such as 'that was awful.'
. Before conducting a performance feedback session, take notes on the key items of information

that will be passed along to the employee and stick to these items of information during the
feedback session, do not wander off the topic.

Before giving the feedback, weigh the pros and cons of changes that may or may not result
because of the feedback.

Direct feedback toward behavior that can be changed, not toward something that a person can
do nothing about.

Document and remember both positive and negative aspects of individuals' performances.
(We have a tendency to overly weight and remember negative performance.)

Ensure that the other person is aware of the implications if they choose to ignore the feedback.
If you provide negative feedback, provide it promptly and factually, noting the defect, the
desired level of performance, and suggested solutions to the performance problem. Do not
engage in emotional arguments over the issue with the employee, 'just the facts." Do not give
feedback when you are angry or upset.

In giving negative feedback, separate the person from the performance: do not personalize
negative feedback (NOT: you are lazy), but rather talk about the behaviors that are wrong
(this is the third time you are late with a report).

Let employees know that you are willing to provide feedback so that they will come to you for
advice before mistakes are made.

Positive and negative feedback should be provided promptly; do not wait for the performance
review.

Preface negative feedback with a positive statement.

Recall instances of feedback from your managers trying to model aspects that worked and
eliminating behaviors that affected you adversely.

Set a goal to review performance and provide feedback on a regular basis. For example,
decide to review a subordinate's work every 2 weeks and provide feedback within 24 hours of
the review.

Specify a followup session to review progress.

DEVELOPMENT SUGGESTIONS - 4



DEVELOPMENT SUGGESTIONS

20. Take responsibility for the feedback that you are providing instead of suggesting the
unanimous opinions of others. Use 'l think' or ‘in my opinion' instead of 'you are.'

21. To learn to give good feedback, practice observing the behavior of others. Concentrate on
description instead of evaluation or judgment. Give the employee a chance to explain his or
her side of the issue.

22. When there is mixed performance, clearly separate the positive from the negative, reinforce
the positive, and provide factual corrections to the negative.

Suggested Topics for Training:
Look for training programs or workshops that cover the following topics:

Active listening skills

Barriers to successful communication
How to give constructive criticism
How to talk so that people will listen
One-to-one communication skills
Performance appraisal

Performance feedback

Setting standards

PN AL =
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DEVELOPMENT SUGGESTIONS

Job Strength
Shows skill in managing projects and new assignments.

This activity is linked to the following competency:  Planning and Scheduling Work

Development Activities:
Consider the following activities to help you build your effectiveness in this area:

1. Assess how well you structure your work by consulting with managers, peers, and employees.

2. Continuously evaluate how well the organization/department is doing in achieving its

objectives. Have regular meetings to keep your department informed.

3. Create a large bulletin board or whiteboard to list objectives and accomplishments to date

toward meeting them.

4. Create a personal checklist to track how many deadlines are met in advance, on time, and are

missed.

5. Develop project management tracking systems that alert you to missed interim dates or

deadlines.

6. For each of your unit's goals, develop a detailed plan through consultation with others that
specifies how you will accomplish the goal, by when, and the kinds of resource support
needed to make it happen.

7. Formulate an operational plan by: defining the objectives; designing the organization in a way
to achieve the goals and objectives; assigning responsibilities; allocating the resources; being
aware of potential problems.

8. Have a staff meeting to establish priorities. Assign capable subordinates to head up projects
and report to you.

9. List the resources that will be necessary to reach objectives, and decide how each resource
will be obtained. Request that each employee specify his or her resource needs in order to
accomplish assignments.

10. Set aside concentrated time with your staff to jointly develop goals for the work unit.

Suggested Topics for Training:
Look for training programs or workshops that cover the following topics:

Coordination skills
Formulating goals
Operations management
Project management
Setting priorities

Time management

AMB LN -
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DEVELOPMENT SUGGESTIONS

Development Need

Recognizes personal bias in self and others and takes it into account.

This activity is linked to the following competency:  Thinking Clearly and Analytically

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

1.

I VT NN
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After clarifying your own opinion (viewpoint, bias), take the opposite stand and create 4-5
points to support it as a mental (silent) exercise.

Examine your scores on personality tests you have taken and think about the natural bias
(normal action) that goes with your personality.

Ask your boss, spouse, and others who know you well to tell you what personal biases they
have noticed in your behavior over time.

Get other persons to state their opinions and viewpoints before telling them your own.
Preface your statement of an opinion with "There are often two-or more ways of viewing this,
and the truth may lie somewhere in between."

Before writing or publicly stating your view, share it privately with several people to get their
reactions and possible alterative opinions.

Look for trends in your patterns of thought. Do you tend to be supportive or critical? Relaxed
or rushed? Democratic or autocratic? Detailed or "big picture"? Rational or emotional?
Distinguish between fact and opinion, soft and hard evidence, high and low relevance. Assign
weight to the information that you give and get.

Write a 1-2 paragraph description of your personal biases that come up in everyday
conversation. Ask friends to edit, adding or deleting.

Recognize common behaviors you display and the biases that underlie them. Here are some
examples: - tendency to interrupt others...bias "My thoughts (needs, time) are more
important than yours. - tendency to impose on others...bias "They exist to serve me, not vice
versa." - temdency to give excuses...bias "I'm never at fault...the blame is always
elsewhere."

Suggested Topics for Training:

Look for training programs or workshops that cover the following topics:

NN

Communication skills

Communication styles

Inspiring trust and confidence

Interpersonal communication, awareness, and effectiveness
Listening and interactive skills
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DEVELOPMENT SUGGESTIONS

Development Need

Acts decisively on own authority when timely action is needed, even in uncertain,
difficult, or unpopular situations.

This activity is linked to the following competency:  Action Orientation

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

1.
2.

10.
11.
12.
13.
14.

15.

16.
17.
18.

I T N7 P

Anticipate potential problems and possible solutions ahead of time.

Ask others for their perceptions of your decisiveness; if the feedback is that you procrastinate
in decisionmaking, or that you are too conservative, consider involving respected others, who
can help move you to a decision, in the decision process.

Avoid jumping to conclusions by defining the problem in terms of solutions. This may cause
overlooking other, possibly better, solutions.

Avoid the need to gather and analyze too much data before making the decision.

Before making a decision, especially when the decision is made under time pressure, consult
with respected experts.

Before you ask someone else for an opinion about a decision, choose one of the alternatives
and develop a rationale for why that alternative is best. Then ask for input.

Collect reliable information that is pertinent to the decision. Use the data in deriving a
decision.

Consider a temporary assignment that is conducted within a very tight timeline that forces
decisiveness.

Consult with your manager on the extent of authority available to you in making unilateral
decisions; clarify precisely his/her expectations regarding decisions that you should make
alone and decisions that you should make in consultation with the manager or others.
Determine in advance the identity of the ultimate decisionmaker and make sure that the
individual is accommodated in the decision process.

If you tend to rely on your superiors for decisionmaking, force yourself to formulate
alternatives and then present recommendations instead of the problem to your superior.

Once you have made a decision, stand by it unless you receive new information.

Practice being decisive by making quick decisions in low risk decision areas.

Set a deadline by which you will arrive at a decision. For a complex decision, create a
flowchart with several decision points.

Set a target date for a decision and plan the decision process accordingly. If several
individuals or groups are involved in the decision process, and/or if data need to be collected
to make the decision, timelines need to be established to meet the target date.

Talk to others in your organization about how they incorporate risk taking into their decision-
making process.

Try to involve those in the problem-solving process who will be most affected by a
controversial decision.

Use a factual approach to decisionmaking by systematically collecting valid and reliable data;
rely on these data rather than on emotions, even if the decision is unpopular. In turn, explain
decisions in terms of data, not emotions.
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DEVELOPMENT SUGGESTIONS

Suggested Topics for Training:
Look for training programs or workshops that cover the following topics:

Assertiveness training

Decision modeling

Operational decisionmaking

Problem solving

Programmed and nonprogrammed decisions
Risk taking

Strategic decisionmaking

NN AW -
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DEVELOPMENT SUGGESTIONS

Development Need

Avoids asking leading questions that bias the respondent's answers-e.g., I like it. What
do you think?

This activity is linked to the following competency: Getting Unbiased Information

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

XX N A AW

Ask open-ended questions that require more than a "yes" or "no" answer.

Ask others to evaluate your listening skills and suggest ways to improve them.

Do not show impatience while others are speaking or interrupt them.

Try to put yourself into the other person's role and anticipate how your communication is
likely to be received and accepted.

When interviewing or eliciting oplmons remember that the more you get your respondent to
do the talking, the more successful you'll be.

Use questions like these: "What do you think? How did you react? How would you handle the
situation? Why should we turn down their proposal?”

Since people are likely to say what they think you want to hear, they try to use your feelings
and opinion. Avoid giving them clues.

Use probes that keep your respondent talking (e.g., "I see, hmmm, that's interesting, tell me
more, can you elaborate, really.").

Maintain a slow, relaxed style when you are trying to elicit feelings or information that may
be guarded (confidential, embarrassing, etc).

Suggested Topics for Training:

Look for training programs or workshops that cover the following topics:

1.
2.

Interviewing techniques
Listening and responding to others
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Development Need

Does not allow daily crises and interruptions to intefere with meeting our goals.

This activity is linked to the following competency:  Setting Goals and Standards

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

1.

ket
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Be aware of the goal and what must be accomplished and accept the goal as something that
you are willing to work for.

If you are having trouble reaching your goals, list any obstacles that are impeding you and
decide if the obstacle needs to be addressed or if it will go away if left alone.

Develop a support system that you can turn to for help with obstacles and setbacks.

Be willing to work long hours and sacrifice in the short term for long-term gains.

Draw on peers and superiors to understand your strengths and weaknesses as a manager.

If you encounter temporary setbacks, analyze the causes of failure and attempt to problem-
solve around each.

Be factual when analyzing setbacks; avoid personalizing the causes of failure.

When you experience temporary setbacks, set the task aside for a short time.

If feasible, force yourself to finish a project before moving on to another by establishing short
proximal (rather than distant) deadlines for each of the projects.

Break challenging or large tasks into smaller, manageable tasks.

When you have a project goal, develop interim goals and timelines and force yourself to
adhere to the schedule.

Suggested Topics for Training:

Look for training programs or workshops that cover the following topics:

1

2
3.
4. The decision-making process

Goal setting
Assertiveness skills
Being proactive
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Development Need

Champions organizational change based upon a strategic view of the future.

This activity is linked to the following competency: ~ Change Management

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

1.
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Create a vision of where you'd like to see the organization, evaluate alternative routes, and
decide on the specific course to reach the chosen destination.

Participate in a planning session with other managers to envision what the organization should
be doing 5 years from now.

Assess the strengths, weaknesses, and opportunities of the external and internal environments
of the organization.

Make sure that your long-range and operational planning is consistent with the longer term
strategic planning of the organization. ~

Develop an organization profile to determine your organization's performance capabilities on
the basis of its existing and accessible resources and skills. Ask the following questions:
"What are our capabilities?" "How do those capabilities support what we would like to do?"
Attend open management meetings to understand the mission and strategic vision of the
organization's leadership.

Share your vision with your employees and encourage buy-in by incorporating their input into
the vision and the strategic objectives that flow from the vision.

Collaborate with your employees in designing program objectives that support the shared
vision for the organization.

Seek an organizational assignment that places you in a strategic planning role, in order to
help you develop experience in strategic thinking and planning.

Suggested Topics for Training:

Look for training programs or workshops that cover the following topics:

NSk wWh=

Creativity

Leadership skills .

Putting plans into action

Management by objective

Strategic planning

Writing mission statements and objectives
Vision and leadership
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Development Need

Takes time to get agreement on criteria and conditions to be met before making
decisions.

This activity is linked to the following competency: Making Decisions, Weighing Risks

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

1.
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Before reaching a decision, evaluate the factual data and argue in your own mind the pros and
cons of multiple courses of action. That will enable you confidently to reach and present a
decision and to stick with it.

Consult others about your decision style and speed; consider this information as a basis for
improvement.

Create a climate in which your subordinates can raise problems and issues in front of each
other at meetings.

Discuss with other managers the data that you collect concerning a problem. Ask them for
their diagnosis of the information.

Have brainstorming sessions to come up with alternate solutions to problems. Record all
ideas without making a judgment of any.

Hold group workshops to explore different perspectives of problems.

Invite contributions from others and be willing to listen to and discuss their ideas.

Involve others in your problem-solving process. Ask for help when needed.

To avoid "groupthink," require members of your work unit to research and argue the
alternative viewpoint.

When presenting decision-making information to a group, consider adopting round- robin
procedures to provide every group member the opportunity to express his/her views, thereby
avoiding dominance of the group discussion by a vocal few.

Use decision-making tools to bring convergence among diverse points of view, such as round-
robin expression of ideas (nominal group technique), the devil's advocate technique, Delphi
method (each successive round of idea exchange reflects a narrower band of opinions than the
former round), etc.

Suggested Topics for Training:

Look for training programs or workshops that cover the following topics:
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Brainstorming

Paired ranking decision-making method
Reaching a "win-win" solution

Risk taking

The decision-making process
Consensus building
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Development Need

Takes sufficient time to plan and schedule projecté before launching them.

This activity is linked to the following competency:  Planning and Scheduling Work

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

1.
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Discuss with subordinates how to practice and manage quality in everything that your
department does. Ask them what quality means to them.

Encourage the improvement of your employees' attitudes, skills, and performances in order to
improve the quality of services, products, and processes.

When mistakes are made, determine reasons why and find ways to prevent them from
happening again.

Construct a flow chart that shows the relationships and interdependencies of each activity and
event. :

Determine which project activities are linear (sequential, done in series) and which are
branching (simultaneous, done in parallel).

Identify the critical path on your PERT or Gantt chart and adjust time and money on the other

(slack) paths so as to keep the critical path on target.

Assign time estimates for each activity, factoring them with the formula that assigns weights
to the most optimistic, most likely, and most pessimistic estimates.

Identify each activity as value-adding or non value-adding, and simplify the project design so
as to maximize the productive, value-adding time.

Before launching a project, brainstorm with team members to identify the many things that
can go wrong. Forewarned is forearmed.

Confirm the project goals and expected outcomes in terms that are measurable, observable,

and relevant to the organization's objectives.

Suggested Topics for Training:

Look for training programs or workshops that cover the following topics:

1.
2.

Goal setting
Total quality management
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Development Need

When delegating, takes time to cultivate "buy-in" and commitment from others.

This activity is linked to the following competency:  Training, Coaching, and Delegating

Development Activities:

Consider the following activities to help you build your effectiveness in this area:

1.
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Arrange individual discussions with subordinates to evaluate workloads. Make adjustments to
ensure the amount of delegated work is appropriate.

Ask ex-employees, employees, peers, or managers who know you well from their
observations of your delegation skills and ideas on how to improve.

Ask your employees to complete an anonymous questionnaire that includes items on how well
you delegate.

Consult with someone you consider an effective delegator and ask them for 'how to' ideas in
assigning tasks and in setting up control and followup procedures.

Deal with the causes of the conflict, not the symptoms.

Don't allow subordinates to delegate up.

Explain why you picked the person(s) to whom you are delegating, and point out their
qualifications to do the job well.

Have the person(s) you've delegated to feedback to you what they will do so that you can
check for correctness, sequence, and commitment to the task.

Establish, the expected outcomes and the criteria to be met. Remember that you're delegating
an objective, not an activity.

Suggested Topics for Training:

Look for training programs or workshops that cover the following topics:

1.
2.
3.
4.

Accountability

Building good morale

Defining responsibilities
Overcoming employee resistance
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