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What makes a good manager? What makes a good leader? Is leadership just
name for management or are the skills of leadership distinctly different? If |
different, what'’s the best mix of management and leadership for any giv

™
W@

These are the questions explored in this video-based training pac

The Leadership / Management Mix is designed to help people:
Understand the key skills of a manager and a leader, ar@the difference between them
Understand the mix of management and leadership gki ropriate to a given role
Apply these ideas to their own situation and identj lopment needs as a
manager and leader.

The Leadership / Management Mix A}ldeo, a Self Study Guide, and this

Facilitator’s Guide.

Video: The video The Leadersh ement Mix (18 mins) shows two candidates
being interviewed for the p

0 a r of an organisation’s new contact centre. The
video is designed to prom jon about the differing approaches to management
two candidates. For this reason the final decision on
o

and leadership exemplifj
who should get the | for the audience to decide — although we do provide
cture these discussions in as productive a way as possible.

lots of guidance to h
The DVD is organised in pters’ to allow you to easily revisit key learning points.

Facilitator’ guide is designed to enable you to run group training sessions.

g you need to run a lively and thought provoking half day session on
agement. Training notes, presentation materials and course handouts
Please see the Copyright Notice at the front of this guide regarding copyright.

companying Self Study Guide can also be used as supplementary material in
a training session. Additional copies of the guide are available from Supernova —
see the end page for details.

Self Study Guide: This pack also contains a Self Study Guide to help you use the video
and work through the materials on your own.



The Leadership / Management Mix will be helpful to anyone who has a managemenk
role in an organisation — from the newly appointed team leader to an experieaged chjef
executive. It will also be useful to anyone who aspires to a leadership role v
The half day session described in this Facilitator’'s Guide can be us alone
session. Alternatively it can be used as an introductory module on f anagement

development programme.
athougE the will work best with

Everyone agrees that organisations need to be ged and well led. But few people
truly understand what either good manag o) d leadership looks like. Fewer still
m

The session can be used with a group of any size,
a group of between 6 — 12 participants.

understand the right combination of mal nd leadership that’s appropriate to a
particular job role. This resource help, to gain a better appreciation of what they

need to do to be more successfuli and leaders in the workplace.

This Facilitator’s Guidei ned to enable you to run a lively and informative training
session on manage; d [8adership. There are detailed trainer’s notes for a half day
session, and also s ions for longer and shorter sessions.

The topic of
that it can
in the vj
that
im S.

gement and leadership is wide ranging, and we don’t mean to suggest
ed in half a day, or even a full day. Although there is enough material
erate at least a week’s worth of discussion and learning, we recognise
have only very short time slots in which to tackle some very big and

his is mind, we give detailed notes for a half day introductory session on

ement and leadership. The session includes:

ctivities to enable participants to reflect on their own experience of management
and leadership

Video based activities to allow participants to learn from the experiences of others
Activities designed to help participants to put their learning into practice once the
formal training session is over.
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First watch the 18 minute video from start to finish and note,the D pter structure.
Work through this guide on your own, to familiarise yoursel the material.

What kind of management roles are th ?

Have they chosen to attend this sessio they been sent?

Do they already know each other, i ow well?

How does this particular trainin SS n with any other management/leadership
training they may be doing?

There are some things you need to know abouith ants before the session, such as:
i
h

If you are unfamiliar with the, o) nagement and leadership discussed in this pack,
you may find it useful to re e in Appendix 2: From management to leadership,
or refer to some of the in Appendix 3: Further reading.

Participants are not re to do any particular pre course preparation. However, it may
be useful to sepghthem a Short note welcoming them to the session, explaining its
purpose, an em practical details — start and finish times, venue, etc.

acllitator’s Notes below, you will find all the information you need to run a half day
session on the topic of management and leadership. You can adapt this suggested
ses plan to fit the needs of your particular group of participants.



You will need:
A DVD player and TV, or a PC with a DVD drive linked to a data projector and ers
A flipchart, paper and pens
An OHP or data projector to show the slides
Handouts for the participants. You can either photocopy the handouts,i e 1:
Presentation materials, or give each participant a copy of the Self e. To
order more copies of the Self Study Guide see the end page
To make any pre-prepared flipcharts
h

To check that your venue is comfortable with access to Wato efreshments.

The facilitator’s notes are for a session which lasts t
recommended that you take a short refreshment
a half day session. If the group is large, or the
may take a little longer; with a small, quiet gro

alf hours. It's

ay through, so effectively it's
tsParticularly talkative, the session
e a few minutes shorter.

If you are fortunate to be able to spend IQRlger e topic of management and leadership,
here is a suggestion for a full day prg

Full day session

Use the facilitator’s notes a
Then use the rest of th
skills areas of setting
could do some wi
something on p
discussion on w

up to the end of Management in action (2).
ssion for further work on the three management
fewing progress and motivating and developing. You
RT objectives and other approaches to target setting;
ncemanagement and performance review; and lead a group
otivates people.

Begin th
to The

noon session with the suggested training session from Leadership skills
/ Management Mix.

T] re’in more detail the three leadership skill areas: articulating a vision, winning
C nt and challenging the status quo. You could discuss your company’s vision
ifi one) and ask participants if they have a vision for their team or department.

ou could discuss what makes a leader truly inspirational and ask participants to look
real examples of challenging the status quo in the workplace.

Finally conclude the day with a session on Putting your learning into practice.



If you are running an even longer training programme you may find it useful to use the 0
and accompanying activities at various points throughout the course.

On the other hand, if you have only an hour, here’s how to structure a powerful learnin

experience in just 60 minutes:
One hour session
Show video chapters one to three
Group discussion — who’s the best candidate? o

Show video chapters four to six
Group discussion — who’s the best candidate now?

In pairs to discuss and feed back — what are the i tions for you and your
job role?




CHAPTER ONE - MANAGEMENT SKILLS

Scenes 1 -2
Anna, Bruce and Gordon are interviewing for the post of contact
centre manager. They have shortlisted two candidates: Helen and

Nisha. Anna has asked Ben, an external consultant, to join them for

their final session.

What are the panel looking for in our two candidates? Ben suggests

that to begin with, they should be looking for a good people

manager — someone who can set targets, review progress, motivate

and develop.

CHAPTER TWO - MANAGEMENT IN ACTION (1

Scenes 3 -5
Helen is reviewing the progress of team member Denise
been arriving to work late, and missing some of her
alludes to some personal problems with her boyfg
panel member Bruce is impressed with Helen

Scenes 6 -7
Nisha also has some performance |
Tony appears to be overwhelme:
missing deadlines. Nisha offe;

, and has been
of Tony’s work for him.

CHAPTER THREE - EMENT IN ACTION (2)

Scene 8
Panel memb isha’s approach in contrast to Bruce.
Scen

Denis if she can do some further training. Helen turns
quest — at least for now.

Scene 10

Nisha tells Tony to take a week off work. She also suggests that he
takes on responsibility for the department’s budget application. Tony
is flattered but cautious — it seems a big challenge for him. Nisha
offers to help with some training and coaching.

Key points
People manageme
overall manag,
performanc

n t part of the
rucial to achieving

t skills include:

Key people m
targets

progress

and developing.

Key points

[t's good that Helen tackles the performance
issue, but her approach may demotivate in the
long term.

Key points

Nisha's approach to dealing with this performance
issue is more motivational, but at the cost of an
increased workload for herself and other team
members.

Key points
Both Helen and Nisha have strengths and
weaknesses as a manager.

Key points

Helen’s focus is on the short term. This may
demotivate Denise and hamper both her and
the team’s long term development.

Key points

Nisha’s focus is on the long term. She is keen
for her staff to develop extra capabilities for the
long term but doesn’t think through the more
immediate implications.



CHAPTER FOUR - LEADERSHIP SKILLS

Scene 11

The panel weighs up the pros and cons of the candidates from what
they've seen so far. Helen certainly gets results, despite upsetting
team member Denise. Nisha’s softer approach with Tony seems to
have paid off now that he’s taken on the budgeting role. So far it’s

a draw. In which case, Anna suggests, they should go with Helen’s
experience.

Ben proposes that they want more than just a manager; they want

a leader — someone who can articulate a vision, inspire commitment
and challenge the status quo.

CHAPTER FIVE - LEADERSHIP IN ACTION

Scenes 12 - 13
Helen is discussing a new database with IT mana
enthusiasm from her own team members, Hele]
about the workload implications of having to
so that her people can learn the new sys|

Scenes 14 - 15
Nisha, on the other hand, is ver,
despite some reservations fr,
the team of the wider cont
differently. She negotiates with
of the new system.

e need to look at things
pay half the training costs

CHAPT EADERSHIP / MANAGEMENT MIX
Scene
Tl er is faced with a decision: Who should be offered
ost as the new contact centre manager — Helen or Nisha?
oduces the idea that most management roles require a

mixt both management and leadership. He agrees with Anna
that this requires a flexible approach to the management role. The

panel has to decide.

Key points
Both candidates have weaknesses
who can

in the short term.

allenging the status quo.

Key points
Helen’s focus is firmly on her team’s demanding
short term performance targets.

Key points

Nisha is looking at the longer term benefits of the
new system. She is happy for other people in her
team to take the lead. She also demonstrates that
she can work successfully with other
departments.

Key points

This role requires both management and
leadership — but not necessarily in equal
proportions. The best person for the job will
depend on the leadership/ management mix
needed for the role.

The successful candidate will also have to adapt
her management style to the circumstances.



TOPIC

1. Introduction

2. Management skills

3. Management in action (1)

4. Management in action (2)

5. Leadership skills

6. Leadership in action

7. The Leadership / Manag

Mix

8. Pu aMing into practice

HAND SLIDE VIDEO
out )

RESOURCES

Slide 1: Session objectives
Slide 2: Session overview

Slide 3: Personal introductions
Video: The Leadership / Manage w

20 mins
action — 1 20 mins
eaknesses
nagement in action — 2 20 mins
ngths and weaknesses
as gers<= 2
Video Chapter 4: Leadership skills 20 mins
dout 3: Management and leadership
Video Chapter 5: Leadership in action 20 mins
Handout 4: Strengths and weaknesses
as leaders
Slide 4: The Leadership / management mix 20 mins
Video Chapter 6: The Leadership /
management mix
Handout 5: Leadership / management mix 60 mins
Handout 6: Leadership and management
questionnaire

Slide 5: Managers and leaders

Video: The Leadership / Management Mix
Handout 7: Action plan

Slide 6: Closing comments

Total session time: 3 hrs 30 mins



Welcome the participants to the session and introduce yourself.

A
v

@iﬁerences

kils appropriate to a given role
our own

Explain the purpose of the session using Slide 1: Sessio
Understand the key skills of a manager and a leader,
between them
Understand the mix of leadership and managem
Apply these ideas to your own situation and 4
development needs as a manager and le

Give an overview of the session content : Session overview
We'll spend about an hour lookin ent

hip

S0 relating these ideas to the

We'll spend about an hour lookij
We'll spend the remaining 40
participants’ own situation

Tell the participants that there will ixture of video, discussion and practical activities.

Cover the practicalities of th in sion — what time you will be having any breaks
and what time the sessio ing. You might also want to tell people to turn off

their mobile phones.

If you feel it is
to you and to ea

Y e

riate to do some personal introductions, for a group that is new
her, use the questions on Slide 3: Personal introductions

job role

iDg you enjoy about your current role

tAing you would like to change about your current job role

thing you would you like to learn more about in this training session.

Finally show the Video: The Leadership / Management Mix in its entirety. Explain
o the participants that they will be viewing it again in smaller chunks to extract the
learning from it: for now they should simply sit back and enjoy the story as it unfolds.

At the end of the video the viewers are asked to choose one of the candidates. While
participants should note their initial responses, save detailed discussion about the pros
and cons of each candidate for later in the session.



Explain that managers do lots of things — manage budgets, manage nformation%

resources of all kinds. They also manage people. For this short exercise yo nt th
participants to focus on the people part of being a manager.

Ask participants to work in pairs. Give each pair just 2 minutes to thi
behaviours associated with a good people manager. To put it ano
a few good people managers around for a few days, what woul
which demonstrated that they were good people managers?

if you followed
em doing

When the two minutes is up ask each pair in turn to shar ir ideas on what makes a

good people manager.

ve prepared earlier by dividing

As each pair responds, write their ideas on a flip
el the three sections. If their

the page into three equal sections. At this sta
responses are broadly about setting goals
and targets, write it in the first section, if
their responses are broadly about review
performance, write it in the second
their responses are broadly abou tiv
and developing staff write it in
section. Don’t worry too mu
not sure in which catego
contribution should be p
it up in whatever cat
sense to you.

e Setting goals

e Agreeing KPIs

® Holding people accountable
* Target setting

® Performance review

* Conducting appraisals

* Giving and receiving feedback
* Keeping an eye on people

® Dealing with poor performers

* Disciplinary and grievance

e Encouraging and motivating staff

e Training plans

e Dealing with disruptive team
members

e Creating a well motivated team

ave written in a few
e flipchart will look
something like this:

b




@ Once you have got enough ideas say to the participants:

You’ll be wondering why I've written up your responses in this way. There g
lots of management models around, but when it comes to managing people;
they seem to boil down to three key areas of responsibility — setting taggets,
reviewing progress and motivating and developing.

Setting targets

As you announce these three key areas write
them on the flipchart, so that your flipchart now
looks something like this:

* Agreeing
* Holding pe

woeol|  Show Video: Chapter 1:
e | Management skills.

ith poor performers
inary and Grievance

Explain to the participants that they are
now about to see some managers in
action, and will have the opportunity tQ
comment on their strengths and
weaknesses.

® Dealing with disruptive team members
e Creating a well motivated team




@ Set the scene for the participants as follows: ‘

I’'m now going to show you more of the video, featuring Helen and

a in gction.
As you watch make notes on each candidate’s strengths and we /v
manager.

@ Refer the participants to Handout 1: Strengths and weak

anagers - 1.

Play Video Chapter 2: Management in action (1

Discuss the participants’ comments on the two ca ) learning points to bring

out are as follows:
\ 28 A Strengths \ Weaknesses

Tackles performance issue Not interested in Denise’s point of view
Gives direct feedback Sit| d Not willing to make allowances for personal
negative

Has specific exa
underperform
Ends on a (slight

issues
Tone of voice a little patronising at times?

note.

Weaknesses
Ta rformance issues Took on Tony’s work herself
Good at listening to Tony’s point of view Failed to set clear performance standards
illing to renegotiate workload for the future
Ives practical help with Tony’s workload. Raising sensitive issues with Tony in an

open plan office?



We've looked at Helen and Nisha’s management capabilities with the focus on tL

@ first two of our key management areas — setting targets and reviewin

gre
But what about motivating and developing people? As | show you V
video, make further notes on Helen and Nisha'’s strengths and wea §

a manager.

@ Refer the participants to Handout 2: Strengths and weakes managers - 2.
ut

Play Video Chapter 3: Management in action (2).

Discuss the participants’ comments on the two cafid ey learning points to bring

out this time are as follows:

Strengths \ Weaknesses

Gives positive feedbacl Gives the message that development is
Promises to review f] r: urrent much less important than current
timekeeping imprf performance

Demotivates Denise.

Q-

Streng Weaknesses

Gives specific positive feedback Increases workload on herself and rest of

ifies specific development opportunity team by giving Tony time off
Tony Time off may not solve Tony’s problems.

Offers training and coaching to help Tony
develop.

Finally, ask the participants this question:
From what you know so far, which of the two candidates — Helen or Nisha — should

be appointed to the new role as contact centre manager?

D



You can simply encourage participants to take part in a short discussion on
question. Alternatively, you can try this approach — ‘taking a stand’. Ask t
participants to stand up and move to a position in the training room whi
indicates their support for one candidate or another. For example, you might say?
If you think Helen should get the job, stand at the front of the room. 1
Nisha should get the job, stand at the back. If you are undecide

stand somewhere in the middle.

[#

Once participants have made their stand, ask them why they ha support one

candidate or another.

abilities as managers. But
nt from management? Before
ntes to consider what we mean by

@ So far we've very much focused on Helen’
do they also need to be leaders? Is lead
we return to the interviews, let’s take
leadership, as opposed to manage

iscuss for 5 minutes what they consider
ership and management. Refer them to
ship and ask them to jot some notes.

wnp] 1N pairs or small groups, have pa
0UT|  to be the key differences be

Handout 3: Managemen

Have them feed back their respo them up on a flipchart. As you summarise the
group responses, you can ut there are three key differences between management
and leadership, as follow.

MANAGEMENT LEADERSHIP

Focus on short term res| Articulating a vision

Management is about deliverin short term results — Leaders think about the long term. They have a very clear
today, this week, ti rter... idea of where the organisation needs to be next year, in

five, even ten years down the line.

Inspiring commitment

ately rests on their position within Leaders know that to get the best out of people you need to
ey don’t need to win hearts and minds — inspire them and win their commitment.

5ay ‘I'm the boss, just do it’.

ithin existing procedures Challenging the status quo
work within the existing processes and The leader’s job is to challenge the way things are —
procedures. to ask the question ‘Is there a better way to do this?’

Play Video Chapter 4: Leadership skills.




As we've seen, it’s by no means clear cut whether Helen or Nisha is the better manage
now we must consider their leadership skills. Let’s see how the interview pan
this issue. As you watch the next section of the video, make some notes o
Nisha’s strengths and weaknesses as leaders.

@ Refer the participants to Handout 4: Strengths and weak

Play Video Chapter 5: Leadership in action.

Discuss the participants’ comments on the two cand

s¥eaders. Key learning points
to bring out are as follows:

Strengths eaknesses

Took a strong position on the
Clear priorities — consideggd i
for meeting team’s obj

Focused on the short term only
Didn’t inspire her team
Didn't see need for change

Str

Un need for change
Communticated reasons for change to

Weaknesses

Has she really thought through implications
of new system on current team

performance?
vely involved her team in the new

system

Able to influence another department —
Zafarin IT

@ You can summarise the participants’ discussion about Helen and Nisha as follows:

So it would appear to us that Nisha shows more leadership potential than Helen. Is
this going to influence our selection panel? Let’s see.



Play Video Chapter 6: The Leadership / management mix. .
0

In a few minutes I'm going to ask you again who you would appoint
7but first let’s explore Ben’s leadership/management mix.

m Show Slide 4: The Leadership / management mix an it:

@ Everyone with any kind of management responsib.
and leadership skills. But the proportion varies
probably need a big dose of management v ch of leadership. The
further up the organisational hierarchy yo re important the leadership
side of things becomes. Even the ChieidXedltive needs a bit of good management,
but most of the CEQ’s attention is ole ssues — having a clear vision for
where the organisation is going, i ngaging people in this vision, and

eeds both management skills
managers/team leaders

challenging the organisation to Ao\ ‘erently in order to achieve the vision.
This diagram can only giv and ready idea of what the proportions

are — a lot depends on job role and the kind of organisation. Start-up
companies, and orgagis apidly changing environments, will probably need
more leadership. organisations in stable environments may require

more managem

As Anna p
managemen
to act gaore like

in the video, a flexible approach is needed. Anyone in a
eeds to know when to act more like a manager and when
eader.

At this poi articipants, for the last time, whom they would appoint as head of
. You can do this simply by inviting comments, or by a show of hands,
the physical movement exercise ‘taking a stand’ from Session 4.

articipants may well ask you for your opinion on who should get the job. One
response to this question is:

you don’t really have enough information to say; on the face of it Nisha appears to
have more leadership potential, but is that what the new role really requires? The
contact centre manager clearly needs both management skills and leadership skills,
but what’s the proportion? At what point in the leadership/management mix
diagram should the role of contact centre manager be placed?



Explain to the participants that the purpose of everything so far wasn’t to reaclaa

consensus on whether Helen or Nisha was the best candidate for a given j yse
was to provoke some thinking about management and leadership. In this you
will be encouraging participants to apply this learning to their own job

wo)  Refer participants to Handout 5: The Leadership / man

ouT

Ask participants to work in pairs, to tell their partner where if@lie leadership / management
mix diagram they would place their own job. What do th the proportions of
management and leadership required to fulfil their job, ! em

5 minutes to do this and then debrief as a group f

wo)  1hen ask the participants to rate themse Handout 6: Leadership
0UT|  and management questionnaire. & s activity by saying:

In @ moment I'm going to ask e a self assessment of your own skills
as a manager and leader. Im@®ine trusted colleague has been following you
around at work for a few 00bserve your behaviour. How often would this
trusted colleague see . ating the skills listed on the questionnaire? If
they’d never see yo th ill, you score 0. Rarely scores 1, every now and
then scores 2, oft very frequently or all the time gets you a maximum
of 4. Please co uestionnaire now, as you think this trusted colleague
would.

When t peoplé¥seem to have finished, explain the scoring system and ask
It ider the ‘thoughts to ponder’. Have them discuss their responses in

i n. Allow around 20 minutes in all to complete the questionnaires

in pairs. Display Slide 5: Managers and leaders while they are

ing the activity.

O encourage participants to invite real colleagues to give feedback using the
onnaire when they return to work.



Introduce the final activity by saying:

I hope you’ve found the last few hours interesting and enlightening. But th st
of any training event isn’t what you thought of it at the time — it's what yo
the learning afterwards. I’'m going to ask you to do one final activity byreflecting o
what you are going to do as a result of what you’ve learnt today. B € we
do that, let’s take one last look at Helen, Nisha and the selection

Show the full Video: The Leadership / Management Mix for st time.

Invite any further comments. Refer participants to Hand ction plan and

HAND
ing it. Give them ten minutes

0UT|  answer any questions they may have about com
to fill it in as honestly as possible.

Encourage participants to discuss the questionnai action plan with their line

managers when they return to work.

Finally close the session by askin pant in turn to say three things
about this training event, Slide o omments.
ay that’s been useful

S,a manager or leader
esult of this training event.

One insight — one thing they h
One thing they will continue
One thing they will do differ



SLIDE

HAND
ouT

. Session objectives

. Session overview

. Introductions

. Leadership/management mix

. Managers and leaders

. Closing comments

&

. Strengths and as managers 1

. Strength aknesses as managers 2

. Ma ment and leadership

nd weaknesses as leaders
ership / management mix

eadership and management questionnaire

. Action plan



SLIDE ‘

Slide 1: Session objectives V

ader,

¢ Understand the key skills of a manager
and the difference between them

¢ Understand the mix of managem nd leadership
skills appropriate to a given rol

e Apply these ideas to your o%tion and identify your
own development needs nager and leader

g
Slide 2: see

ion overview
o Intro@— 30 mins
o !@e ent — 1 hour
Qeadership — 1 hour

e Putting your learning into practice — 1 hour
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Slide 3: Personal introductions
e Your name e

e Your current job role o

One thing you enjoy about your@role
& about your current

One thing you would like to
job role

One thing you woul to learn more about in this

training session

N

&



SLIDE

Slide 4: The Leadership / manage

CEO and board level roles are mainly about leadershig
even at this level some management is required

Middle management jobs need both)z
First line superdisor roles need h

P
PR
-

management

LEADERSHIP

ership,

but qcem’éinly about man

z ANAGEMENT




SLIDE

Slide 5: Managers and leaders

Management Leadershig e

responsibilities responsiljtie

o Artj

e Setting objectives ting a vision

¢ Reviewing progress Ng commitment
¢ Motivating and %allenging the

developing :\ status quo

&

e thing you will continue to do as a manager or
der

¢ One thing you will do differently as a result of this
training event.



‘
Handout 1: Strengths and weakn S
managers - 1

@ Strengths Weakneo

Helen i

T
Qé

Weaknesses



‘
Handout 2: Strengths and weakneéws

managers - 2

. @ Strengths

Helen

Weaknesses



HAND
out

Handout 3: Management and Iee&

Management Leadership o




‘
Handout 4: Strengths and weakneéws

leaders

. @ Strengths

Helen

Weaknesses



HAND
out

Handout 5: Leadership / manage Mix

CEO and board level roles are mainly abo ip, though
even at this level some management is

N\

nee th Igadérship and management

Middle management j

LEADERSHIP

First line s jisor roles need a little leadership,
e maifily about management

MANAGEMENT




HAND
ouT

Handout 6: Leadership and mana
questionnaire

hround at
often would

Imagine that a trusted colleague is asked to follo @

work for a few weeks and observe your behaviour4Ee
he or she see you demonstrating the followy kills?
USE THIS SCORING SYSTEM:

Never Rarely Every now and then Very frequently or all the time
1. Ensures each team member has clear, i ets to work towards
0 1 2 3 4
2. Sets an appropriate balance of m and long term targets and goals for
team members 0 1 2 3 4
3. Ensures each team me agreement with and committed to achieving

their targets 0 1 2 3 4

4.  Makes appropria for team members’ level of development and

circumstances etting targets 0 1 2 3 4

individ®al team member contributes towards the achievement of the
0 1 2 3 4

5. Ensures e

team’s

6. Se ental targets as well as directly work related targets
0 1 2 3 4

ar and accurate idea of how every team member is progressing
0 1 2 3 4

gularly meets individual team members to review progress
0 1 2 3 4

9. Gives team members regular feedback on performance
0 1 2 3 4



10.

11.

12.

13.

14,

15.

16.

17.

18.

19.

20.

21.

24.

Gives frequent praise and recognition to team members

0 1
Gives negative feedback assertively and sensitively

0 1
Tackles underperformance whenever it occurs

0 1

Knows team members well enough to know what will moti
0

giving

1 2 3 4

1 2 3 4
Has a development plan for each teal

0 1 2 3 4

Encourages team members t in a wide range of training and development

e

activities 0 1 2 3 4

Talks to team member after attending training and development events to
0 1 2 3 4

maximise the learni

N
w
N

Asks team members for feedback, as well as

Is an excellent listener

Communicates
0

r /big goal/sense of purpose for the team/organisation

1 2 3 4

Tells stories and al

0

otes which relate to the vision/ big goal/sense of purpose
1 2 8 4

S ation about progress towards the vision/big goal/sense of purpose
1 2 3 4

out what things will be like in the business in 1, 2, 3, 5 or 10 years time
1 2 3 4

alks about customers and other key stakeholders

Talks about current and possible competition



25. Walks the talk — practices what he/she preaches
0 1 2 3
26. Appears to others to be totally trustworthy

0 1 2
27. Inspires and motivate others

0 1 4
28. Communicates well with people one to one

0 3 4

29. Communicates well with small and large groups

30. Communicates a sense of passion and excite
0 1 2 3 4

31. Challenges existing ways of doing thin
0

32. Encourages team members to jth innovative ideas
0 1 2 3 4
33. Makes specific suggesti ving the way the business is run
0 1 2 3 4
34. Creates opportunjii@Safo
0

1 2 3 4

members to experiment and try things differently
1 2 3 4

35. Solves day o day pr@Plems in a creative and innovative way

0 1 2 3 4

36. Cre e of urgency that things need to be better

0 1 2 3 4

t the scores mean
A p your total scores for each of the subsections and transfer
them to the grid opposite.



QUESTIONS YOUR SCORE SKILL AREA
FOR THIS AREA

Total score for Setting objectives

[tems 1 -6
Total score for Reviewing progress nt
[tems 7 -12

Total score for Motivating and develo

[tems 13 - 18

Total score for Articulating a vision

[tems 19 — 24

Total score for Winning ¢ nt Leadership
[tems 25 — 30

Total score for Ch ing tatus quo

[tems 31 — 36

Thoughts to ponder

e |f this assessment is
manager and le

e what are your strengths as a

e Qverall, wo
or as a lea

u that you are more proficient as a manager

Wha:

r areas for development as manager and leader?

nature of your current job role, what would you say is
le most important management or leadership skill for you
elop?



HAND
ouT

Handout 7: Action plan

N4

t

1. Given the nature of your current job role, what is the single most |
management or leadership skill for you to develop?

2. How would you know that you have become profici is skill area — what does

success look like?

3. What specifically do you need to do to K i in?

4. Who might be able to support ping this skill?

5. By when will you have ficient in this skill?

6. What are the cons ces for you of developing this skill?

nsequences for others of developing this skill?

at might prevent you from developing this skill?

9. What else could you do to ensure that you develop this skill?



N\

This
tween

It's sometimes said that managers do things right, but leaders do th
makes a snappy soundbite, but what does it mean? What is the di

management and leadership?
s, by reviewing

Managers deliver results through people. They do this by ggtting t

progress, and by motivating and developing their team.

e that all the team members are
ke sure that they have clear

r, how can you be sure that these
pproach target setting with your
m? How do you set fair targets

d abilities?

The first responsibility of any manager must be to
clear about what is expected of them — in other
targets. This isn’t as easy as it might seem. A
targets are realistic but also challenging? H

staff so they are genuinely committed to N
knowing that team members have differe ill

Simply setting targets isn’'t enou to keep your staff on track to achieve them.
That’s why reviewing progress i d key management responsibility. How you do
this will depend on your peogie,a ircumstances in which you work. If you work in
the same office as your t paratively easy to know what they’re up to. But if
they work in a different o aps even in a different country — it's much trickier to
know whether they C . And even if you know how they’re doing, how good are
you at giving them k? Most employees in most organisations feel they don’t get
enough praise and re ifion. Giving genuine praise is tough enough; giving constructive
criticism ass y and sensitively is harder still.

are not achieving their targets, despite regular reviews and feedback
use they’re not motivated enough, or is it because they’re not skilled

er case, it's your job as manager to do something about it. That’s why

d developing is the manager’s third key area of responsibility. This too is tricky —
eryone is motivated by the same thing and not everyone has an equal share of talent.

If your tea

So is is what management is all about, what about leadership? Is leadership just the
trendy name for management these days, or does it encompass a different set of
responsibilities and skills? According to most experts, leadership is different from
management, in three key respects:



Firstly, while the focus of management is inevitably on the short to medium term, the fi
of leadership is on the medium to long term. The manager’s job is to hit the targets
week, this month, this quarter. The leader’s job is get people thinking about what
to achieve this year, in five years, perhaps even in ten years. That's why leaderg need to b
able to articulate a vision. A vision is simply a big, ambitious target.

rs of
pursued this
resident of

One of the reasons why Nelson Mandela is one of the few truly great p,
recent times is that he had a vision for a genuinely multiracial South Afri
vision as a young activist, as a prisoner for 26 years in Robben Is
South Africa. Winston Churchill’s vision to eradicated Nazism fro 2 Oof the earth
similarly sustained him through the dark days of the Second World Richard Branson
has a very clear vision for companies within the Virgin bran hich is to take on big well
established players — whether in music, air travel, railwa to show that small
companies can have fun beating the big ones by proyidi ely better customer
service.

Having a vision is useless unless you can win
second key distinction between managem
stems from their formal position of authori
managers try to win people over, but ulii
of staff: ’'m the boss and I'm telling

to it, and this brings us to the

rship. Ultimately, managers’ power

organisation. Of course good

they can say to an uncooperative member
it.

Leaders, in contrast, have to ins
most influential leaders in hi
Nightingale’s ability to influ
did not rely on her for!
their commitment to
of leaders you have e
positions of formal autho

ment from their people. Indeed some of the
ormal positions of authority at all. Florence

rse of health care for soldiers in the Victorian era

in the medical hierarchy. Leaders inspire people through
ion‘and through their ability to communicate this. If you think
tered in your business life, they may or may not have been in

— but they were certainly able to influence and inspire.

Perhaps th rful way to influence and inspire is to demonstrate that you really
care ab ople — that you have their best interests at heart. This, more than
perso , is what makes someone a leader. Somewhat surprisingly, charisma
itseff i ssential leadership quality, in business at least. In a 2002 survey of

ers Henry Tosi and his colleagues at the University of Florida found that
atic business leaders were no more likely to be successful in business than

un matic ones — though they did tend to receive a higher level of financial
remuneration than their more anodyne colleagues.



The third distinction between management and leadership is this: managers work wi
existing systems and procedures, while leaders seek to develop newer and better,
and procedures. Leaders challenge the status quo.

Winston Churchill challenged the status quo throughout his long political ca

head of the Navy during the First World War, he challenged the establish i
British warships should be coal fired. When he suggested a conversi ich would
give the ships an extra few knots of speed, admirals retorted that this
against the traditions of the Royal Navy’. ‘Rum, sodomy and thed@8 traditions of
the Royal Navy’, Churchill replied, and he got his way with the g
become Prime Minister in 1940, most of his cabinet wanted to
Churchill hadn’t challenged this too, the course of history
different path.

sace with Hitler. If
uld have run very a very

. Herb Kelleher, the man who
em, created the first budget

Challenging the status quo is a driver of progressg
challenged the idea that air travel was an expe,
airline and made a great deal of money in th e’s the man we should thank for
Easy Jet and Ryan Air. Anita Roddick cha ea that health and beauty products
had to be tested on animals. In creating B hop, she too made a great deal of
money — though in her case she choggato much of it away.

Which is more important — man
leadership the organisation will
management failure to deli
But the precise balance
circumstances, and thasied
of good managemej
helping of leadership

t or leadership? Both are necessary. Without good
t and change for the future; without good

sults may mean that the organisation has no future.
ent and leadership depends a great deal on the

A first line supervisor, for example, will need a large dose
oJKeep the team delivering day to day results, with perhaps a small
eep things moving forward. With a chief executive, you would

expect the proportions t@§be reversed — a big dollop of leadership, with just a tad of




The Leadership Challenge by James Kouzes and Barry Posner V
First Break All the Rules by Marcus Buckingham and Curt Coﬁmane

Managing for Performance by Pam Jones
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Larry’s company develops authentic leaders in a wide range of privat
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Supernova
Supernova Learning Solutions produces stimulating motivationa videos and
interactive learning resources that are fresh, relevant, merg@cable and flexible.

Supernova videos cover a range of key management s

e motivation and leadership

e giving feedback

® learning skills

e email and communication \

ing:

e managing performance under press
e stress and work/life balance
e customer service
e diversity.

Supernova also produces
training and communicatj

commissioned programmes to meet the
organisations.

Tel: +44(0) 1273 32
Email: service@sup
www.supernovalearnin

learning.com

You can
Call Su

nal printed copies or a pdf file of the Self Study Guide.
01273 323311 or email service@supernovalearning.com









Supernova’s other fresh engaging training videos include:

Giving Feedback — emotional intelligence in action

Managing - only just! — managing performance under pressure
Recipe for Success — Rick Stein’s introduction to managing people
Live & Learn — taking responsibility for one’s own learning

As Old as You Feel - a positive approach to diversity

It’s Personal — for the customer and for you

e.asywriter — communicating effectively with email

Recipe for Health & Safety — good practice for everyon. *w’ «.

Supernova Learning Solutions Ltd.
reserved

4 CarmPridge Grove, Hove BN3 3ED

Tel:  +44 (0)1273 323311

Fax: +44 (0)1273 326624

email: service@supernovalearning.com
www.supernovalearning.com



