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Introduction to your personal developme: skboc

This workbook is designed to be used

Academy online course ‘You as &

This course isn't just about flie'<ing through so. 2 scre. to get to the end, so that you can say you

have completed it. It is imp : ~t you have very op_  funity to really learn from it, and
develop fromit. It's about bei.. ble . ''v coni <t with tne learning and understand how to
interpret the information into so. “hing w. ‘s ore meaningful and specific about you and your

role. For that, you have this personc »velopme... Jrkbook.
Why use a pers; alac yment work ak?

Using this persona. »velor :ntwc. ok alongside the elearning course will:
—Allowyouto. W otesalongthe way to refer back to at any time - great for reflectors
. flexibletoc wyouas much, or as little, time to complete each task as you need
Create an ongo.  learning journal so you can see how far you have developed
Hax time  ay from the screen, which means you will be more engaged and switched
much  re ¢ nducive to taking on board information

Personalise e learning so it fits with your own current challenges
Offer time' = self-reflection, in a safe, secure and personal environment
Make it~ .n more interactive - great for you activists and kinaesthetic learners

_d really transfer your learning into your everyday role or personal situations
Ensure you work closely with your line manager to show what you know, clearly demonstrate
how far you have developed and also recognise where you may need any further support.

U UL
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How to use your personal development workbook
At certain points throughout the elearning course you will be asked to refer to specific pages within

this workbook. Simply complete the development task as described, then return to your elearning
course to continue.

Now complete the task on

pages XX in your personal
development workbook.

4

Make sure you have a copy of this workbook to hand, rea= “egin, €.~ printed orin* ctive.

\—-\\/—-' i

Each task will have a timing noted to it. Q y Thisispr Iyusedasa  ueto giveyoua
steer on roughly how long it may take. However, \ long you« eis really all about how much
effort and consideration you put into it. It's our devc.  me’ ou choose how much you want to
develop. Not too short that you may mis. 2arning “pbut not too long that you start over
thinking things and get side-tracked!

There are blank spaces for your own additior. note  thin the orkbook and also at the end
should you need it.

After the tasks are all complete.  ~ere<. me' pporting documents which should be used to
help prompt discussions with you: =2 manag. It your personal development from completing
this course. Som’ may be done immc  *tely, others may require a little time before completing
them. Thisisso  ac, °n put your nc 2arning into practice in real situations, learn from

mistakes, try diffc  ntway_, " elebrate | Jr successes too. Then you can clearly demonstrate to
your manager just. w farve i “ressed.
& n
-
—
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Martin is an outstanding technician, and he was pleased when he was promoted to manager.”  Tlechnical
Director, Sally Henderson, in charge of production, had her doubts about Martin’s abilities=  rirstline
manager, but promotion to a managerial role was the only way in that company of givin®  ore money tr
people like Martin with long service and technical experience.

After some weeks the team'’s performance began to fall behind the others'. Martin knew all ti vers, but
he did not listen. When things began to go wrong he became more of a bully. He reduced one tc. member
to tears in front of others.

“But | cannot understand it,” Henderson said to the team while Martin wa_ 2y for a few days recoverir.
from stress. “Isn't Martin a leader?”

“He certainly does know this company well.” replied one of°  team.”i  :areale £, But<  we wouldn't
use the word ‘leader’ for him. He is no leader. Thereisr®  _to leadersh  han techn, “ edge.”

Extract from 'Weﬁl\ilo %Jﬁiﬂ)%l book by John Adair

Leadership| 1o ppragement

Leadership is quite  fferep® ~mai..  ent. Management relies more on skills such as planning,
orgarisation and co. 1 _ation. They establish systems and create rules and operating

© ... .s.Manager  .tis more about the business as opposed to the people; the people are
mportant as a way of ,  ting the job done.

Leade: s alsc liant 1 management skills up to a point, but more so on qualities such as;

..y, honesty, - mility, courage, commitment, sincerity, passion, confidence, positivity, wisdom,
determination, co’  »assion, sensitivity, and a degree of personal charisma. They are the heart of a
business and i~ e a group to come together for a common goal.

Leader’s motivate, console and work with people to keep them bonded and eager to move forward.
That means setting a direction, communicating it to everyone who will listen (and probably many
who won't) and keeping people up-beat when times get tough.
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Identifying the differences [ 5mins ]

How much do you ‘manage’ others and how much do you ‘'lead’ others?

First, from the results provided in the online course, make a note of the correct elemen
for managers and leaders below...

Leaders.

2

What should What should you focus on more?

What would be the benefit of doing this? What would be the benefit of doing this?
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Sources of power ia\/d 10mins

Take a little time to recognise the different power sources.

Which sources of power can you recognise in others you are work.  vith, or haved worked w. in
the past?

Which do you recognise in yourself? Whic®  ~werdo, + .to focus on currently?

When have you not used the cor.  oowe, ¢ Nhat were the implications?

. eyousucce Jlly used the correct power? What happened because of it?

Whicr, of power do you need to work on? How will you do it?
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Functional leadership (S \/) 5mins

The main theory on the functional approach is associated
with the work of John Adair, and his ideas on Action- Task
Centred Leadership.

This model is built around three elements - achieving the
task, developing the team and developing individuals. As
well as all three being separately essential to the overall
leadership role, they are also mutually dependent.

It is a very simple model that is easy to remember and to
apply. It provides a great blueprint for leadership and the
management of any team, group or organisation.

Consider where you fit in thisme® .

To what extent do you apply 'Helicopter Manager.  *'? (When# eader is 'above' the whole situation in

order to assess all three areas in an attempt tofceate bak d led Uship.)
Which area do you focus or.. 5. =k team ¢ ndividu
Which area doyc 1eed wc “more tin un, and why?

How will you da this?

How.: v _w once you are a successful helicopter manager?

Please note: There is an additional downloadable questionnaire that you can use to rate yourself as a leader
against the John Adair Task/ Team/ Individual competencies. See the ‘Resources’ tab in the online course.

7
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Situational leadership [15mins]

Hersey and Blanchard identify four
development levels, D1 - D4, and suggest
leaders should match these with four
corresponding styles of leadership, S1 - S4.

) ' HIGH
<———— Directive behaviour —

D4 D3 D2 D1

Developed < Developing
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Situational leadership Cowtiwuwg. ..

Heather was a really experienced member of the team. Her manager asked her to go and create a
set of business requirements. This was a task she had never done before and her mar® v was/@
2

really angry when she did it all wrong. //

[

What development level was Heather at and what leadership style did her ma®  er use?

Was it the correct leadership style? If not, what should it have been?

Paul was a team leader who had recently been trai oy hism geron nqine J

scheduling. Whilst he was planning the departm®  nours forth  ext month .anager

stayed with him the whole time, telling him exa.  whatto do® 4 checking everything he did.

Paul went home that night feeling really fed up, he . hed ! nanager would let him have a go

himself and then check it before he sen //

What development level was Paul atand v at.  ‘erships.  did his manager use? /

Was it the correct leaders: «, “not,wha. houldic e been?

Kate was a super orwith® 5o, ‘ence and was keen and committed to do her job. She

wanted to climb th. ar<  1adder to the next level and had excellent performance in all areas
s.Inthelas  .ionths, she was moved into another department and worked for a

manager who liked tc 2 in control of everything and very detailed. The manager made lists for
Kate evervv.= =ing of s that need to be done that day. Kate has since left the company.
~
sevelopme  evel was Kate at and what leadership style did her manager use? /

Waz <ct leadership style? If not, what should it have been?
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Situational leadership Cw\tiv\qu. ..

H'ML‘&\ZY- The manager used S4 (Delegate/Empower) for someone in D1 (Low ability a8 high

commitment). They should have matched her development level and used S1.

IPMV - The manager used S1 (Directing/Tell) style for someone in D2 (Low comit, ment ag

variable ability). They should have matched his development level and used S2.

%&'t@ - The manager used S1 (Directing/Tell) style for someone€ W4 (High ability and high

commitment). They should have matched her development level aiig ed S4.

If a leader does not match the leadership style app®  riatelyto tt  levelopm ' .ofthe
individual there are only two outcomes. They ar

e The leader over-involves themselves in deve  ing the< .vidual

e The leader under-involves themse!” .indeve, »¢ _individual.

Over-involvement (S1 or S2 witha D3 or 1)
e individual feels their leader is ‘breath. rdc  theirnec  nd telling them something they
already know
e itreduces the indivi< “tivation to . f-deve.
e individual feelsastho. fhc, tbetr. ‘ed and eels their existing skills are being
unnecessarily questionec
e commitment and confidence  'ls.

Under-involver. nt\. “Awitha Dy 92)
e individual s isolatlc
e knowledge ' {skills® Znod ‘oped to meet the business needs

e __individual sig ‘¢ .y loses motivation and confidence
,vestheim, .sion that leader doesn't care
e individual recei. no direction in their development
e incro ‘herisi atthe individual quits or gives up on the task or goal.

.1seefromt | thatitis vital that you correctly diagnose the correct development level of the
individual before/ Jertaking the appropriate leader behaviours.

\/Mm}\i\o S easy to @X\OE@W\, butis notso easy to \amo’d%.

10
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Situational leadership Contimw?. ..

Consider your current team members and those who you influence. Make a note of each of them
and where you feel their current development level is (D1 to D4). This will help you to cons’der how
to adapt your leadership style to suit their needs.

If you're not sure which development level they are at, how will you find out?

Name Current development level How can I find o

N
N
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Transformational leadership ( \/D Smins

From the video clip you will have noted that transformational lea< rs have a number of me. =2
that they will always display. Rate yourself against each of these 1. ~ntify how transformatic
you currently are...

Noff “all All the time
Work towards a noble vision 1 ? 3 4 5
Act with authenticity and honesty ! ? 3 4 5
Adopt a growth mindset 1 2 3 4 5
Promote creativity and i, iiv 2 3 4 5

What couldyoua 2 makey. '“a trans.ormational leader?

What impact do v think this will have on your team and those you influence?

12
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Your past experiences ¢ \7—>1Omins

Identify four leaders who have impacted you in some way over the course of your life. Two who you
consider to be poor leaders, as they have had a negative impact on you. Then two peopl« 0 you
consider to be really great leaders. These four people could be anybody from your cu:  icor
previous role, your family members or friends, sporting or other hobby clubs, teact” . etc.

Think about, and note down, what makes them great, or so impactful. Start by ¢ idering t* _oor
leaders, the negatives, so you can avoid making the same mistakes with others. Tt. ton®  :ryour
great leaders which will highlight the great characteristics, behaviours or abilities, so « /OU can
develop an understanding of what you would like to emulate. Perhaps one day they may

referring to you in a leadership workbook as a great leader!

/Mff ]ooory ers...

Name of How did they make you feel? Wha® a4 | How: theydoc ‘W'  traitsor

leader they make you do? What was t* beha' ursdid the, splay?

impact immediately and over tii.

13
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Your past experiences Contimw? ce

%\& gm&ﬁc V ers...

Name of leader | How did they make you feel? What did
they inspire you to do?

mpleting this exercise?
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The Timpson Test t \'/HD 5mins

Choose a member of your team who you know the most and (without asking them or others!)
answer the following questions...

How old are they? 5
Which town/area of city do they live in? w
What is their partner called? 10
What are the names of their children? .
How old is each child? 10
Where did they go on their last holiday? 10
Where are they due to go on their next ho. ay: 5
What are their main hobb/ 10
What are their partner’s hobbie;_ 5
What is their cc  er. e 10
What qualificatior. ‘o the .ave? 5
—,\/hat health problem o they have? 5
Wha+ < ofca  othe, drive? 5
What are their+*  ants called? 5
- Total score

Now complete the next one...

15



P ESRONSX

COACHING TALENT

The Timpson Test Cov\tiy\qu. ..

Sample

Now choose another member of your team who you know the least and (without asking them or
others!) answer the following questions...

If you score 70 points or more, you know your people pretty well.
If you score less than 70 points, it is worth getting to know your people more.

How old are they? 5
Which town/area of city do they live in? Y
What is their partner called? 10
What are the names of their children? J
How old is each child? 10
Where did they go on their last holiday? 10
Where are they due to go on their next holiv /? 5
What are their main hobbie. 10
What are their partner’s hobbies? : 5
What is their cai r histo., 10
Wh-tanygalifications 4y hav_e? 5
What health.nroblems  they have? 5
—,. nake of car ) they drive? 5
Wha' »ce tha grents called? 5
Total score
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A good look at yourself £+ smins

It will be really useful to keep a note of how you currently feel that people see you =~ now you
would like them to see you in six months’ time. From the information you entere’  _rite them v
below and then consider how you can transition from one to the other.

For how others currently see you, you chose...  For how you would like others eeyouin
Make a note of your answers below... six months’ time, you chose...
Make a notgf )€ your answers below...

( 1
\ Z
( D B
\ Z <
( 3

a's

A
\

A

A

How can you bridge the g anthetwo tsofa.  ersabove?
What will you do? How willy. Yoo “enwill udoitiy?

17
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Your effect on others

Consider some of your actions or behaviours
which you may have used. What effect did
they have on the other person and the

team as a whole?

What was the situation?

When did it happen?

What were the behaviours that were displ. =0:

What effect did your actions or L. viours i the individual or team at the time?

hack, what .ne effect been in the long term?

Wh: '~ s have done differently?

18
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You and your motivational needs [10min5]

What are your three biggest achievements (work or non-work)?
For each of these write down how and why you achieved them.

There are many motivating factors for people. All of them different. Offering monetary based
incentives for those who are not driven by money will not achieve what you want. So try to find out
what their real motivators are.
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This exercise helps you identify if your motivational needs are being met or not.

Please complete this questionnaire as follows:

Step One - Place a score of 1, 2, 3, 4 or 5 in the column to indicate how important the fact® s to
you for motivation. 1 = Low importance and 5 = High importance

Step Two Then add your ‘Current satisfaction’ level - are your own motivation need« .ing met? -
again placing a score of 1 - 5. 1 = Low satisfaction and 5 = High satisfaction

There are spaces at the bottom labelled ‘others’ where you can add anything else ontt st

Factors Importance of Curren. /
factors satisfaction

Manager showing concern for you as a person »>

Having some authority

Good personal relationships with manager

Manager’s decisiveness

Examples provided by manager

Being involved in planning you own work

Recognition for your efforts

Delegation of work to you

Being promoted

Customer / client contact

Salary

Extent to which you get on with your peers

Receiving praise and recognition

Attaining your own goals and meeting targets

Satisfaction with the job

Working conditions -

Having responsibility for discrete a of we

Working under pressure

A competitive environment

Your prospects of 2r development

Constructive fee 0. 2ching

Job security

The results of the ¢ »leted work

Carrying out comple,  alysis
~The arganisation’s stri.  re . processes

- snal job title

Extent of supervision

Social functions

Detailed - how t mplete work tasks

We +ateam

o given clearob  ives

Attending high-leve.  2etings

Starting work ea"  the morning
_ Fini ~in the evening

Otheryc, )

Other (specify)

Other (specify)

Other (specify)

20
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From the list you have just completed, identify where there are significant variances between what is
important to you and where you have rated current satisfaction as low - is this therefore impacting
on your motivation and the your ability to motivate and lead others ?

What has this exercise highlighted for you?

S

achievement

ey,

interest

L]
- -
L]

fulfilment:

®
-

sense of progress

...ss** Fecognition

praise

21
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Motivating your team [ 5mins ]

A

.

ey are truly motivated?

What are you going to do to motivate your team?

Which individuals need something more specific,

What will your team and their ou

to do this? (Support from manager, tools, budget, training)

22



COACHING TALENT

XENGHE Sanph

Your plan of action

Keep hold of this personal development workbook
As you look back over it you will see that you have already created the start of a deve!" .ent
journal identifying where you are currently, where you would like to be, and how v« .vill get ther~.

Although you may have completed the online element of this course, you shouic.  ntinuets e
this workbook over the next few weeks and months so that you can continue your, 7r<  onto
becoming a great leader for your team and others around you.

Use it to refer back to for information, but also use it to keep refe’ ‘ng back to see whatyou =
to achieve, by when, and if you have been successful in doing so.

Included in this workbook is a ‘Path to progress’ action- 2p you clear goals® your

development.
steps needed to ) ould indicate % -

.chieve it (milestones) | ¢ , or completion?

What will you

reward
yourself with?

Target date

4

Completion
date

>
{ Short or long term goal?

Show your success

Book some time = with your line me. rer to discu. s your development plans and your ‘Path to
progress’ after’ ... nathiscourses atthey have the opportunity to understand how to
supportand leac »uin.. ning weeks

Also remember tot kar erdate. withthem in a set period of time, say, three months’, so that
yo! Yiscuss just ar you have developed as a leader, consider any further support or

velopi.ientyou nee. nd to celebrate your success! For this we have also included a ‘Leadership
showcase’ document v -h will allow you to work collaboratively with your line manager to record
and dem wura lopment.

23
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Path to progress I,
1 ) s
‘ é Steps needed to \(What would indicate ﬁ Start date l i
e ~ achieve it (milestones) | success or completion? N I’
To-do (target) aat will you
reward

Target yourself with?

Completio.
date
. A J
N\ Q AN —
1

Y

&
'\
Short or long term goal?

1
( L r— ~—
‘ Steps needed to Wh7" uuld indicate Sta.
- ~ achieve it (milestones) | su ‘s or complet’
To-do (target) What will you
reward

ith?
: Target date yourself with?

— <

<

Shy * long te, ~al?
Completion
date J
(. /|

|
\
S — =< ‘ s -
& € sneede. ﬂ(What would indicate Start date l .,,g\
/‘,} < 37 _.veit(milestones) | success or completion? N
" o (target) What will you

reward
yourself with?

Target date

Y

<
™
Short or long term goal?

Completion
date ' J
o v
\_@ % — ’
]
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Leadership showcase

/Vo I

vovur m(a. . ‘E’”mef,% date...
L /

I have shown great leadership when...

Q

Manager’s sup m 4

25
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| have adapted my style of leadership when...

Manager’s supporting comments...

Next actions...

| have demonstrat@ @ levelopriant aiprogression through...

Next actions...

26
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Feedback from my team and those | influence has been...

Manager’s supporting comments...

Next actions...

| now motivate my

Next actions...

27
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What | need to do / gain support with in the future is...

Manager’s supporting comments...

Next actions...

28
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Mg for oowﬂetihg J&\ig \oa\rs‘,omj X@VJOFWJC workbook.

31





