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   Introduction
 
    
 
   Most people in life are happy to follow the lead of other people, to sit on the fence in a debate or have the attitude of hiding at the back of the class. The most successful people are leaders and make things happen for themselves by taking a positive attitude and through working very hard to reach their goals. We can be leaders if we only know how to lock this potential that exist in us and this book may help you to achieve that status.
 
    
 
   An important part of success in life is the ability to lead. It is important that we not only be able to lead others but be willing to lead ourselves. No one succeeds in life by simply following others. Sometimes we simply must strike a bold new path for ourselves.
 
    
 
   Being a good leader is more than simply being at the forefront of the crowd. A leader must act. Too often, we simply accept that someone looks or sounds like a leader and too rarely do we actually look at the actions that leader performs, and that is the true test of leadership. My view of leadership and management is that they do require different skill sets, but must co-exist in order for any change to occur effectively. It is like a hand and a glove. Put together they make a great partnership.
 
    
 
   Most of us would like to become, or to think of ourselves as, strong leaders. There is something appealing about the idea of creating and pursuing a vision and influencing others to support the necessary transitions. True enough, if it weren’t for good leadership, nothing would change or improve.
 
    
 
   We all have it in us to be a leader. We need to be brave and determined to take control and remember that all we can do in life is to try our best. We are only sure about living one life, so lets be happy and not accept second best. Be a leader in life, not a follower. Having good leadership skills can help you unlock your full potential and realise your ambitions in the business world. Leadership is firmly at the core of every successful organisation, and the effective management of people is a hugely valuable skill that's always in demand. However, in order to become good leaders ourselves, we need to concentrate on certain actions and adopt certain strategies that must be taken on a regular basis rather than simple appearances.
 
    
 
  
 
  



Chapter 1 - Why Successful People Aren’t Always Successful Leaders?
 
    
 
   Many people assume that if someone is successful it is because they have good leadership skills. Some people assume that if a business is successful it is because it has good leaders. Leadership isn't something that is particularly easy to pass on to other people. Sometimes a company is successful because a past leader was very skilled as a leader and the current leader simply has kept things running the same as before.
 
    
 
   Great leadership is a rare skill. For most people it doesn't come naturally. It is amazing how many organizations are successful even though they have only marginally competent people leading them. Many times this is because the structure of the organization helps make up for leaders shortcomings. Sometimes it is because a particularly talented staff that makes up for the leaders deficiencies.
 
    
 
   While great leadership skills can make someone successful, the inverse is not true. Being successful doesn't make you a good leader. If you are looking for leaders to learn from make sure you are looking for people who actually have good leadership skills and not just someone who is successful. You can't assume that someone is a good leader just because they have had success. Many times people try to emulate people who have had success and try to follow their leadership styles. While this might be a good thing people often end up mimicking the bad habits of individuals.
 
    
 
   One crucial virtue that potential leaders should have is the capability to see how details fit into the big picture. There is also the need to have the attitude that helps one to view things from the point of view of other individuals, and also able to comprehend in the proper manner the most suitable approach towards them.
 
    
 
    
 
  
 
  



Chapter 2 – Bad Leadership
 
    
 
   It is uncovered that a direct cause-and-effect relationship between bad leadership and business failure. CEO's who are focused solely on a business from a value-per-share perspective have lost sight of something of true value - human capital.
 
    
 
   And when any business squanders its assets, it's doomed to "eventual" failure. When senior executives began a mass exodus, companies will find themselves 'rotting' from the inside out - empty and eviscerated.
 
    
 
   
 
  

1. No Longer Married To the Job for Life
 
    
 
   The days of earning a gold watch after 25 years of service are long gone. Studies show that the average working American will have three to five careers and between 10 to 12 jobs during his or her lifetime. So compounding the danger of a tight job market is "eroding corporate loyalty." 
 
    
 
   Corporate scandals and disappearing pension funds have undermined the faith employees once had in their employers. So have stories of corporate executives who receive larger-than-life compensation packages, sometimes as much as 500% more than the average staff person. "Employees up and down the ladder are left with the feeling that 'No one is looking out for me,' and unfortunately they're right. So they look for greener pastures elsewhere.
 
    
 
   Although CEO's are not to be completely blame. They, too, may feel at risk. Executive Pay Compensation is a double-edged sword. Boards are more than willing to approve astronomical compensation packages because of their own greed and desire for someone to produce profits. However, these same Boards are just equally prepared to oust a CEO if company and stock performance does not fit their financial expectations. This means even the best-intentioned CEO's who truly value their workforce will change the way they do business to ensure that Board members and stock holders are happy about company earnings. That is why the ugly metamorphoses occur. 

 
   Formerly humanistic CEO's quickly become self-protective and that makes them short sighted. Instead of taking a long view of the success of the company they were hired to run, they become little more than greedy robots doing whatever is necessary to show a profit.
 
    
 
   
 
  

2. The High Cost of Unhappiness
 
    
 
   A constant loss of employees at low and midlevel has always been a costly proposition for companies, but not a fatal one. The inability to hold senior management, however, will challenge the success of even the most stable company. The costs of staffing and re-staffing are steep, ultimately pointing to the bottom line impact of constant hiring and training. When highly qualified, experienced, and vital upper-level executives jump ship, however, the negative impact can shake a company to its foundation. The ability to function smoothly is likely to be insurmountable. 
 
    
 
   Given not just the quantity, but the quality of emerging employment opportunities, It is necessary that companies focus on factors that drive key leaders to jump ship and make adjustments in their business model that eliminate those factors.
 
    
 
   
 
  

3. A Culture of Fear
 
    
 
   Research studies have identified common reasons why employed executives are dissatisfied with their jobs: lack of challenge or personal growth, limited opportunity for advancement, and unfavourable company prospects. They provide the key to effective staff retention, particularly the question of the growth and health of a company itself.     
 
    
 
   Fear, not support is the dominant characteristic of 21st Century corporate culture. Senior level employees worry constantly about the tendency of Board members and CEO to scapegoat individuals for missed earnings. As a result, senior executives try to minimize bad news and keep a positive profile in hopes of being spared in case of a problem. 
 
    
 
   This in turn leads to a tremendous breakdown in communication. As executives are afraid to point to problems because they fear being held accountable. So problems are never addressed and, more importantly, never solved.
 
    
 
   
 
  

4. Communication Trumps Fear
 
    
 
   Clear communications are often the most effective tool for eliminating the fear factor. Leaders need to demonstrate the importance of open dialogue and shared problem solving through their own actions. 
 
    
 
   A real reality check is that most CEOs rarely hear the candid truth, and if they do, it is sanitized and couched, without the real message getting through. In order to "correct" this obvious and ongoing poor behaviour, "CEO's must work hard to keep senior executives informed, aware of the big picture and possess a "truthful, realistic" attitude so that their decision-making can be proactive instead reactive. This gives executives the confidence to continue to thrive as professionals. It creates an inter-connected corporate environment that rewards team effort and success, and encourages healthy growth rather than fearful stagnation.
 
    
 
    
 
  
 
  



Chapter 3 - Avoid These 5 Leadership Sins
 
    
 
   According to the latest studies, the average employee is delivering only 50% of what they are capable of offering to your organization. As a leader, you’re frustrated by this lack of performance. You’d like to clone your high performers so you can become more results oriented like the entrepreneurial companies you see in the marketplace. 
 
    
 
   To capture the talents and potential of today’s knowledge workers, you must recognize the dramatic rise in numbers of these employees. Knowledge workers are the individuals who use their ‘brains’ instead of their ‘brawn’ to get work done. These are the information specialists, researchers, marketing and sales experts whose talents drive the success of your business. To ensure high performance — you must manage these talented individuals differently than employees of the past.  Their talents can help you take your business to the top. But like a spirited racehorse, they must be handled with care.
 
    
 
   Avoid these five deadly sins and you’ll capture knowledge workers’ discretionary energy and build enthusiasm.
 
    
 
    
    	Focus only on what’s wrong
 
   
 
    
 
   The “no news is good news” approach to leading knowledge workers is a receipt for disaster. You might think that if employees aren’t screwing up, they don’t need to hear from you. But knowledge workers want to be recognized. They need your attention. Recognize progress and give recognition to foster their talents and help them move in the right direction and fuels their enthusiasm. Avoid focusing only on what’s wrong and acknowledge what’s going right.
 
    
 
    
    	Ignore poor performers
 
   
 
    
 
   High-performing knowledge workers want you to deal with poor performers; otherwise the problem lands in their lap. You must address performance challenges by coaching the employee, reassigning the individual to an area where their talents are best suited—or remove them altogether. In either case, pay attention to problems and take corrective action. Don’t let laggards linger, derail your progress and de-motivation other employees.
 
    
 
    
    	Overlook boredom and talent misfit
 
   
 
    
 
   Job uncertainty and fear may prevent employees from speaking up about a change that’s needed. It’s your job to notice when individuals lost interest, struggle in their current position, or slack off for some unknown reason. Address these issues head on instead of allowing them to continue. There’s no joy in just getting by. You don’t help employees by allowing a bad fit to continue. Tough love with self and others is part of moving into the new economy.
 
    
 
    
    	Let them say ‘YES’ to everything
 
   
 
    
 
   Help knowledge workers curb their appetite to work on interesting projects that are unrelated to business priorities. No matter how exciting a project is, you must help employees discern: “Is this project contributing to the goals of the business? Can I justify the time and energy I’m spending on it? Will this initiative help us achieve the outcomes we want?” Many times, knowledge workers bite off more than they can chew. A wise leader helps employees set limits and say ‘no’—for their own sake as well as for the business. 
 
    
 
    
    	Fail to give feedback
 
   
 
    
 
   In corporate life, no one wants to hear: “This isn’t working.” But individuals need to know when their attitudes and behaviours are causing others a problem. No matter how exceptional the person is, he or she can make a mistake — sometimes without knowing it. A wise leader helps individuals recognize problems and learn from problems. Don’t wait until there is a crisis to raise a touchy subject and give feedback. Regular feedback helps employees grow.
 
    
 
   Your primary role as a leader is to help knowledge workers contribute their talents. Involve them in key decisions and welcome their input. Encourage collaboration with others who will stretch their minds and capabilities. Make sure employee talents are visible, seen and appreciated by others in the organization. Remember, knowledge workers want to use their talents to help your business grow.  Put these ideas into action and watch teamwork and performance skyrocket!
 
    
 
    
 
  
 
  



Chapter 4 - Why Leadership Is So Important To Any Business Success
 
    
 
   In our competitive world today, leadership skills are crucial to any successful business. What is leadership? Leadership is commonly used to refer to activities such as conducting, guiding, or directing people; initiating activity. However, leadership is also used to refer to someone who is a leader. How can leadership be applied in so many ways and what constitutes a leader in all of these situations? The answer is contained in the realization that perhaps the most fundamental characteristic of leadership, and therefore of leaders, is personal leadership.
 
    
 
   Some individuals are born leaders while others have to procure the skill and talent to successfully make their mark as a leader. It is obvious that some individuals have the confidence and the charisma to make themselves role models for others to follow. These individuals do not require much guidance in nurturing their inherent talent.
 
    
 
   But there are scores of others for whom developing leadership qualities is key to their success. Leadership skill training is of immense significance in the present day corporate world. Leadership skill training is imparted to concerned individuals to help them derive the maximum benefit as far as acquiring leadership skill is concerned.
 
    
 
   At times it is not very easy for new leaders to change their role from a contributor to a leader. Leadership skill training empowers an individual to have faith in others and also assists him in utilizing his time fruitfully with others by grooming people with the aid of guidance, help, and training.
 
    
 
   These skills may be tough to acquire, so the switchover to the status of leadership can be very demanding and at times unthinkable in the absence of effective guidance and help.
 
    
 
   What is personal leadership? It is the ability to lead others and yourself in the direction you want your life to take. The ability to define what you want out of life and how you are going to get there is the first step in developing leadership. It means living each day to the fullest. It means developing goals that you want so badly that you live each day with enthusiastic ardour for your goals, yourself, and all who are close to you. Knowing what you want out of life; knowing what success is to you; knowing what your goals are; knowing that you are going to achieve those goals regardless of what other people think, say, or do, is the essence of personal leadership.
 
    
 
   Personal leadership also means accountability. It means that you have decided to use the talents that are unique to you and will develop them further to reach your goals. It means that you realize that you have the potential to develop further. It means that you have determined the course of your destiny you are the master of your life.
 
    
 
   Leadership training also helps leaders who have the inherent talent in them to advance their ability and sense of judgment to transform themselves into leaders of great repute.
 
   
 
  

Chapter 5 - One Easy Thing To Do Right Away
 
    
 
   People who want to lose weight search for a magic program that will let them lose weight without changing how they eat or whether they exercise.  Late night infomercials tout systems that will turn you into a millionaire overnight. We crave magical solutions that are quick and easy and produce big results.
 
    
 
   Well, I haven't found any magic diet programs, and I never saw a get-rich-quick program that really worked, but I do know one "magic" thing you can do to improve your results as a leader.  
 
    
 
   It doesn't require any special equipment. You don't have to take an expensive seminar. It won't take you a long time to learn. 
 
    
 
   Here it is. Show up a lot.
 
    
 
   Sounds simple, right?  How could something so simple possibly produce an improvement in your leadership?  
 
    
 
   Show up a lot so your arrival won't be an event. If you only show up to deliver big news, the people who work for you will erect their defensive shields as soon as you appear on the horizon.  
 
    
 
   Those defensive shields make communication tough.  But if you show up a lot, then your appearance is just a normal part of how the world works.  The shields stay down and communication can happen.
 
    
 
   Show up a lot to learn about your people. Reports and statistics won't get the job done. You need to see your people in action to understand them.  Show up a lot and you'll learn all about what they do well and poorly.
 
    
 
   Show up a lot so your people can learn about you. The best way for them to do that is by seeing you in person.  
 
    
 
   Show up a lot so you can tell people what's important. You should have crafted your one or two simple messages about the mission and your people's part in achieving it.  Show up a lot and you get more opportunities to share those messages.
 
    
 
   Show up a lot so you can make small course corrections. Your life as a leader will be easier if you can make lots of small course corrections instead of a few big course corrections.  
 
    
 
   Remember, most effective supervision happens in the cracks in the system.  Show up a lot and you've got lots of opportunities to make things right.
 
    
 
   Show up a lot to learn about the real world. The real world doesn't come to you in your office, neatly formatted into reports.  If you want to get an unfiltered look at reality, get out of your office and around the people who work for you.
 
    
 
   But how much is "a lot?"  The best answer to that question is: "More than you're doing right now."
 
    
 
   Make it a priority to get out among the people who work for you.  Don't just swoop in then swoop out, either.  
 
    
 
   To get benefits from showing up you have to stay and watch and listen and communicate. You have to take every encounter with someone who works for you as an opportunity to communicate, coach, encourage, and correct.
 
    
 
   Don't expect instant trust. If you haven't been showing up much, your people will probably not trust you when you suddenly start acting different.  It will take time for your behaviour to change their expectations. Hang in there.  The benefits are worth it.
 
    
 
   Showing up a lot is an easy concept to grasp, but you have to turn it into a habit.  That takes time, a month at least, but probably more.  And it takes effort and attention.  In the beginning, you'll probably need to schedule your "showing up" time.
 
    
 
   Showing up a lot won't help you lose weight or turn you into a millionaire overnight.  But it just might be the one "magic" behaviour that will make you a better leader.
 
    
 
  
 
  



Chapter 6 - Awaken The Leader In You
 
    
 
   "The miracle power that elevates the few is to be found in their industry, application, and perseverance, under the promptings of a brave determined spirit." - Mark Twain
 
    
 
   Many motivational experts like to say that leaders are made, not born. I would argue the exact opposite. I believe we are all natural born leaders, but have been deprogrammed along the way. As children, we were natural leaders, curious, humble, always hungry and thirsty for knowledge, with an incredibly vivid imagination. We knew exactly what we wanted, were persistent and determined in getting what we wanted, and had the ability to motivate, inspire, and influence everyone around us to help us in accomplishing our mission. So why is this so difficult to do as adults? What happened?
 
    
 
   As children, over time, we got used to hearing, No, Don't, and can’t. No! Don't do this. Don't do that. You can't do this. You can't do that. No! Many of our parents told us to keep quiet and not disturb the adults by asking silly questions. This pattern continued into high school with our teachers telling us what we could do and couldn't do and what was possible. Then many of us got hit with the big one institutionalised formal education known as college or university. Unfortunately, the traditional educational system doesn't teach students how to become leaders. Instead it teaches students how to become polite order takers for the corporate world. Instead of learning to become creative, independent, self-reliant, and think for themselves, most people learn how to obey and intelligently follow rules to keep the corporate machine humming.
 
    
 
   The journey to unleashing any leadership potential begins with a great understanding of one self. Discover personality traits and how they relate to leadership. When you know yourselves, you can maximize our positive traits, and become aware of your weaker areas, which help to achieve your leadership potential. Once you understand and know yourself, next you must hone your communication skills. These are not limited to your public speaking skills either. This includes your writing style and your body language. Your ability to communicate effectively enhances your ability to improve interpersonal relationships. Another important skill is to learn how to learn. Examine different teaching methods and learning styles to identify how you and those you may lead learn best. This skill will greatly enhance your ability to make decisions and give clear instructions.
 
    
 
   Developing the Leader in you to live your highest life, then, requires a process of unlearning by self-remembering and self-honouring. Being an effective leader again will require you to be brave and unlock the door to your inner attic, where your childhood dreams lie, going inside to the heart. Based on my over ten years research in the area of human development and leadership, here are ten easy steps you can take to awaken the Leader in you and rekindle your passion for greatness.
 
    
 
   1. Humility. Leadership starts with humility. To be a highly successful leader, you must first humble yourself like a little child and be willing to serve others. Nobody wants to follow someone who is arrogant. Be humble as a child, always curious, always hungry and thirsty for knowledge. For what are excellences but knowledge plus knowledge plus knowledge - always wanting to better yourself, always improving, always growing. When you are humble, you become genuinely interested in people because you want to learn from them. And because you want to learn and grow, you will be a far more effective listener, which is the #1 leadership communication tool. When people sense you are genuinely interested in them, and listening to them, they will naturally be interested in you and listen to what you have to say.
 
    
 
   2. SWOT Yourself. SWOT is an acronym for Strengths, Weaknesses, Opportunities, and Threats. Although it's a strategic management tool taught at Stanford and Harvard Business Schools and used by large multinationals, it can just as effectively be used in your own professional development as a leader. This is a useful key to gain access to self-knowledge, self-remembering, and self-honouring. Start by listing all your Strengths including your accomplishments. Then write down all your Weaknesses and what needs to be improved. Make sure to include any doubts, anxieties, fears, and worries that you may have. These are the demons and dragons guarding the door to your inner attic. By bringing them to conscious awareness you can begin to slay them. Then proceed by listing all the Opportunities you see available to you for using your strengths. Finally, write down all the Threats or obstacles that are currently blocking you or that you think you will encounter along the way to achieving your dreams.
 
    
 
   3. Follow Your Bliss. Regardless of how busy you are, always take time to do what you love doing. Being an alive and vital person vitalizes others. When you are pursuing your passions, people around you cannot help but feel impassioned by your presence. This will make you a charismatic leader. Whatever it is that you enjoy doing, be it writing, acting, painting, drawing, photography, sports, reading, dancing, networking, or working on entrepreneurial ventures, set aside time every week, ideally two or three hours a day, to pursue these activities. Believe me, you'll find the time. If you were to video tape yourself for a day, you would be shocked to see how much time goes to waste!
 
    
 
   4. Dream Big. If you want to be larger than life, you need a dream that's larger than life. Small dreams won't serve you or anyone else. It takes the same amount of time to dream small than it does to dream big. So be Big and be Bold! Write down your One Biggest Dream. The one that excites you the most. Remember, don't be small and realistic; be bold and unrealistic! Go for the Gold, the Pulitzer, the Nobel, the Oscar, and the highest you can possibly achieve in your field. After you have written down your dream, list every single reason why you CAN achieve your dream instead of worrying about why you can't.
 
    
 
   5. Vision. Without a vision, we perish. If you can't see yourself winning that award and feel the tears of triumph streaming down your face, it's unlikely you will be able to lead yourself or others to victory. Visualize what it would be like accomplishing your dream. See it, smell it, taste it, hear it, feel it in your gut.
 
    
 
   6. Perseverance. Victory belongs to those who want it the most and stay in it the longest. Now that you have a dream, make sure you take consistent action every day. I recommend doing at least 5 things every day that will move you closer to your dream.
 
    
 
   7. Honour Your Word. Every time you break your word, you lose power. Successful leaders keep their word and their promises. You can accumulate all the toys and riches in the world, but you only have one reputation in life. Your word is gold. Honour it.
 
    
 
   8. Get a Mentor. Find yourself a mentor. Preferably someone who has already achieved a high degree of success in your field. Don't be afraid to ask. You've got nothing to lose. Mentors.ca is an excellent mentoring website and a great resource for finding local mentoring programs. They even have a free personal profile you can fill out in order to potentially find you a suitable mentor. In addition to mentors, take time to study autobiographies of great leaders that you admire. Learn everything you can from their lives and model some of their successful behaviours.
 
    
 
   9. Be Yourself. Use your relationships with mentors and your research on great leaders as models or reference points to work from, but never copy or imitate them like a parrot. Everyone has vastly different leadership styles. History books are filled with leaders who are soft-spoken, introverted, and quiet, all the way to the other extreme of being out- spoken, extroverted, and loud, and everything in between. A quiet and simple Gandhi or a soft-spoken peanut farmer named Jimmy Carter, who became president of the United States and won a Nobel Peace Prize, have been just as effective world leaders as a loud and flamboyant Churchill, or the tough leadership style employed by The Iron Lady, Margaret Thatcher. I admire Hemingway as a writer. But if I copy Hemingway, I'd be a second or third rate Hemingway, at best, instead of a first rate Sharif. Be yourself, your best self, always competing against yourself and bettering yourself, and you will become a first rate YOU instead of a second rate somebody else.
 
    
 
   10. Give. Finally, be a giver. Leaders are givers. By giving, you activate a universal law as sound as gravity life gives to the giver, and takes from the taker. The more you give, the more you get. If you want more love, respect, support, and compassion, give love, give respect, give support, and give compassion. Be a mentor to others. Give back to your community. As a leader, the only way to get what you want is by helping enough people get what they want first. As Sir Winston Churchill once said, "We make a living by what we get, we make a life by what we give."
 
    
 
   Remember an Exceptional Leader is one that recognizes the value of harnessing the skills and abilities of team members and leads them toward greater efficiency and effectiveness. And so leader is not a title and leadership is not something you are born into. Leadership is something you develop.
 
    
 
  
 
  



Chapter 7 – Leadership By An Example
 
    
 
   The greatest leaders in history were the ones who had the ability to command the respect of the people who followed them.  This is something that they earned. It was not blindly given to them.  One can be given authority by simply being in a position.  However, no position can garner respect.  It is the actions of the individual that lead to others providing it.
 
    
 
   One of the most basic ways to gain the respect of those, which you have, authority is to be an example. Whatever you preach, be certain that you are living it. Management is not about issuing orders. It is about making decisions that are to the benefit of the organization. Sometimes, these decisions come in conflict with the “troops”. How these challenges are surmounted is partially contingent upon the respect the manager has from the personnel.
 
    
 
   However it seems that a lot of people in authority operate with the attitude “do as I say, not as I do”. This is a sure fire way to instil resentment among those you are leading. They begin to question why should they do something that you are not willing to do. There is a lot of legitimacy to this. How can you expect someone else to do what you are not willing to do yourself?  Under normal circumstances, this is a misguided way to run an organization.
 
    
 
   Military history is littered with leaders of all kinds. There are those who excelled with a fair number who flopped.  Nevertheless, the image of the battlefield offers a wonderful example of the different ways to lead. Picture a general on horseback telling the troops to charge while hanging safely in the rear. Compare this with the same general in front of his troops shouting “charge” and rushing forward towards the enemy. Obviously, the second is an example of a leader willing to do what he asks of others.
 
    
 
   Leading through your actions is one effective way to gain the respect of your staff. Another is to exemplify the characteristics that the organization is promoting. If you are seeking honesty, a willingness to work, and intelligence, it is best to have these traits yourself. People are more apt to stay and work late if their manager is putting the hours in also. Similarly, if a leader is willing to “get his/her hands dirty”, the organization knows that person is not looking down at them. Businesses make the lines of command clear. A manager who is a working part of them team will have the respect of those personnel.
 
    
 
   Another way to garner their esteem is to keep the lines of distinction clear. Too often, managers become friends with those whom they are leading. This creates the situation where a mixture of emotions can come into play. Leading involves the making of decisions. Unfortunately, it is impossible to keep everyone in an organization happy. There will be some who feel that a particular choice negatively affects them. In these instances, if there is a “friendship” between the manager and staff, some will take it personally. In a healthy managerial position, the organization will realize that you selections are based upon what is best for the company without regard to personal likes.
 
    
 
   The example you set is the one that will filter through your team. In the era of rapid change, one of the qualities needed is the ability to learn. When people work for managers who fall behind in terms of advancements, their respect dwindles. I personally incurred a situation where I worked for someone who had no idea what our business was about. To make matter worse, since he did nothing to improve his level of expertise, he was just as uninformed 6 months later. He had the authority that came with the position.  However, he had did not have the respect of anyone on our team.
 
    
 
   The days of operating in an “ivory tower” are history. People are too transient to work under such conditions. By the time individuals reach their mid 30's, they have worked under a variety of different managers. This gives them a wide scope of experience. If you can curry their respect, the chances of retaining them are greatly increased.
 
    
 
   People watch what their leaders are doing. The papers are filled with people in positions of power who are caught behaving in an embarrassing manner. These individuals did something when they thought nobody was looking. Of course, someone was watching. The same is true within your organization. Like children, employees take notice immediately when your words and actions split. Effective leaders are most concerned about “walking the walk”.  
 
    
 
   It is difficult to be a living, breathing example of all that you want your team to be.  However, to be the most effective manager, this is absolutely critical. A leader cannot lead if others are not willing to follow. Mutiny is not something that only happens on the high seas. Gaining the respect of your personnel is a guaranteed way to ensure they will follow you. Set the example for the behaviour you want and them show them that you expect them to do the same.
 
    
 
   
 
  

Chapter 8 - How To Learn When To Say "No!"
 
    
 
   Let’s face it! Many people just seem to have great difficulty in saying “no” or denying any favour asked from them. As a result, they often find themselves trapped in the middle of nowhere because of their own hastened decision or acceptance of an unfavourable task - just because at one particular point in their life, they were afraid to say “no.”
 
    
 
   For those who are constantly faced with this problem, the following tips will prove to be useful.
 
    
 
   1. Do not occupy yourself with things that do not concern you.
 
    
 
   If you habitually engage in something you hardly know anything about, you are making your situation far worse than the one who does nothing at all. On the other hand, some people seem to get satisfaction by intervening in other people’s business. Always be alert and possess utmost care to ensure that no one meddles in your own affairs. Good moderation in all areas of life will be helpful in the end.
 
    
 
   2. Decide first whether a task is worth your precious time.
 
    
 
   Just a simple thought: If it will just eat your time away from the more important things you consider in your life, then it’s not worth your time. Period.
 
    
 
   3. Avoid incurring obligations beyond your capacity.
 
    
 
   Instead, nurture your skills and abilities for the time being. There will come a right time for you to step up; and when that perfect moment arrives, waste no opportunity. But as long as you are not sure of the outcome, say “no” for the meantime especially if the favour will just derail your strategy.
 
    
 
   4. It is always harder to come out well from an incurred undesirable obligation than to avoid the embarrassing situation of not committing yourself from the very start.
 
    
 
   It is a judgment test for anyone. Ask this question to yourself, “Do I want to avoid them or conquer them?
 
    
 
   5. If you have to think, take a break and take your time.
 
    
 
   Matters that can cause an adverse change in your life require a lot of thinking. There are times when people act on first impulse, on what they feel and think at that very instant. Certainly, this is not always the case.
 
    
 
   Although less commonly known to people, acquiring tasks (no matter how simple they may seem) is synonymous to putting your honour at stake once you allow yourself to be involved. Be sure that when you put your name and honour on the line, everything will end up well.
 
    
 
   It takes as much courage for a person to earn a responsibility as to deny it. Whatever you decide on, always keep in mind that there is nothing wrong in saying “no.” When in doubt, it may even be the best thing to do.
 
   
 
  

Chapter 9 - Team Building
 
    
 
   Team building is very important when it comes to managing people. People are simply more willing to work together, when the atmosphere encourages it. For many organizations this is quite necessary for the business to run well. When everyone gets along, things just go better. They provide better service to the customer. They work together to deliver satisfaction with smiles. They also help to promote employee retention. Customers are happy, employees are happy, and the world is now a better place, right?
 
    
 
   Team building is anything but simple. It is not something that can be done overnight. Nor is it something you can force people to do. So, how can you effectively build your team to encourage them to bond and develop working relationships that are positive? There are many things that you can do. Here are some ideas:
 
    
 
   • Set the example yourself. As the leader of the team, it is up to you to provide a good relationship with your team players. You want them to feel comfortable with you as well as with others. Don’t favour some and don’t become too friendly either.
 
    
 
   • You can encourage relationships to work by fostering a teamwork style. Make sure that the goals are established and that each team player is aware of them. They should know that you want a teamwork environment that is what you are looking for in your employees.
 
    
 
   • Also provide them with opportunities to get to know each other. Take the team out to dinner on you. Encourage them to talk about their families and lives so that they can bond.
 
    
 
   When team building is successful, there are many things that can happen. Not only will the business run better, but also you can foster good qualities in individuals to come out. You can have a bond of trust and reliance with your team. Team building is an exceptional quality that you should encourage in some form or another with your team.
 
    
 
  
 
  



Chapter 10 - Team Management Strategies
 
    
 
   Establishing a compatible management teams structure is an essential first step in ensuring that the organisation’s strategies are implemented successfully. Without a robust network of management teams, appropriate to the size and complexity of the organisation and its strategic objectives, the strategic and operational objectives will not be achieved. Effective management teams are the driving force behind the achievement of objectives. This network cannot be successful if it is weak or flawed. 
 
    
 
   It is the role of the leaders of the organisation to ensure that the management teams network is strong, dynamic, and focused on achieving its objectives, in its individual parts and collectively.
 
    
 
   1. Establishing An Appropriate Organisational Structure
 
    
 
   Consider the strategic direction and objectives of the organisation by considering the desired organisational culture. You will need to identify the critical activity areas of the organisation before deciding on an appropriate organisational structure. This is an essential first step. Before any changes or new directions can be taken the leaders must decide on an organisational structure that will support the strategic direction being taken, and an organisational culture that they will be aiming to create. The management teams network that is then put in place will be compatible with the structure and contribute to developing the desired culture.
 
    
 
   2. Deciding On A Management Teams Structure
 
    
 
   Plan a network of management teams to match the requirements identified in the previous activity. Then come to a common agreeing individual team structure. The agreement comprises of individual team objectives, roles, responsibilities, size, location and resource needs. Help identify team member and team leader profiles for each management team. The planning undertaken here will provide the template for the new structure, when implemented. This planning is best carried out as a factual, needs based, exercise. 
 
    
 
   The role of the team, and its objectives, should be allowed to dictate size, location, team leader and team member profiles. Resource implications should be dealt with after the structure has been agreed. Existing and potential personnel should be assessed against these only at the next stage, when the teams are populated. 
 
    
 
   Option 1:  Assessing Existing Teams
 
    
 
    
    	Identify existing management teams; analysing the objectives of existing teams.
 
    	Evaluate the performance of existing teams.
 
    	Evaluate the performance of individual team leaders.
 
    	Compare each management team profile with the newly defined requirements. 
 
   
 
    
 
   In many, if not most, organisations this will be necessary due to legislative constraints and-or ethical considerations. However, the existing teams are unlikely to be appropriate, other than in part, and the outcomes of this action will simply identify what are likely to be major gaps and changes that will need to be made, in order to match the new requirements. 
 
    
 
   Option 2: Removing Existing Teams
 
    
 
    
    	Remove the old structure completely.
 
   
 
    
 
   This option is the most effective, a total reengineering, but the most radical. If possible, this is the better option, as the organisation can make the changes required to most appropriately match the new strategic direction, and move forward unhindered by partially or wholly unsuitable management teams.
 
    
 
   3. Implementing The New Management Teams Network
 
    
 
   Provide information about the changes to all affected. In most organisations this will mean at all levels and both internally and externally. Select team leaders and team members and establishing the teams in their locations. Next train each team in its new role, responsibilities, objectives, and operational activities by providing appropriate resources for each team to launch the new network into active service.  This is a critical stage, as this needs to be managed as a major change activity and project. An executive level manager should be appointed to oversee the changes. Communication with all management, who will be many, at many levels, and both internal and external to the organisation, will need to be managed carefully. 
 
    
 
   4. Implementing A Management Team Performance System
 
    
 
   Design a rigorous teams performance appraisal system and monitor the performance of individual teams. There is a need to take prompt appropriate corrective action when and where necessary. Many organisations operate an effective employee appraisal system, but this usually only applies to operational employees and junior managers. Middle and senior managers must also be appraised on a regular basis, ideally more frequently than operational employees, as the managers’ actions usually have greater negative or positive impact. This line of thinking must also be applied to management teams, because of the degree of influence and impact of the team collective decisions and actions. 
 
    
 
   The leaders of the organisation must be continuously aware of the performance levels of their management teams, and take action to maintain or raise that performance level as necessary. Implementing a performance appraisal and continuous improvement approach to the network of management teams is vital. In the early stages of the life of the teams the focus will be on awareness and understanding of the objectives of the team, and identifying training and development needs to support new or adjusted roles. 
 
    
 
   As the team grows and matures, the monitoring will focus firstly on consistency of performance, and then on supporting a continuous improvement in that performance. At all stages in the life cycle of each team, performance appraisal must be a regular and visible process.
 
    
 
   5. Network Review And Refresh
 
    
 
   Arrange regular reviews of the appropriateness of the management teams network and assess the suitability of each part of the network against newer versions of the strategic objectives. You will need to assess the structure of the network against the current organisational structure and culture and make appropriate changes to individual components or the overall structure of the network. 
 
    
 
   A major review should be held every year, as a key part of the review and adjustment of strategies and objectives in the annual strategic planning process. At this review point minor or major changes should be agreed, to adjust the network so that it continues to match the requirements dictated by the refreshed strategic and operational objectives. 
 
    
 
   In addition, the condition of the management teams network should be an agenda item on at least quarterly executive level meetings, where corrective action can be decided on where necessary.
 
    
 
    
 
    
 
  
 
  



Chapter 11 - Managing Meetings Strategies
 
    
 
   Managing meetings at any level can appear to be technically straightforward. These meetings play a critical role in the strategic level communication process, and if it is ineffective, it can seriously damage the quality. Poorly managed meetings can damage relationships between the leaders, the team and between team members. The objective of meetings are to inform, discuss, make and confirm support for decisions, and agree continuing support for, or changes to, the strategic direction of the organisation. The role of the leader is to ensure that these meetings are planned and managed effectively, are productive in terms of outcomes, and contribute to maintaining the quality of communications at the senior level.
 
    
 
   1. Analyse Strategic Level Meetings Needs
 
    
 
   Consider the strategic direction and objectives by identifying an appropriate structure of meetings to satisfy the communication and decision-making needs in these areas. 
 
    
 
   2. Evaluate The Current Meetings Structure
 
    
 
   Analyse the current structure and format of the different levels of meetings. By identifying and evaluating the frequency, format, attendance, and outcomes of current meetings. You will be able to compare these findings with the needs identified in the previous stage. 
 
    
 
   The above two stages are critical. In all areas, and at all levels, leaders of organisations must not allow the status quo to remain in place without regular and rigorous evaluation against current and forecast objectives. The same is true of senior level meetings. The attendance, format, frequency, and outcomes must be regularly evaluated to ensure that they meet the needs of the current strategic direction and objectives.
 
    
 
   3. Establish Agreed Meetings Structure
 
    
 
   Informing and discussing proposed changes with management before agreeing and implementing any revised or new structure. Followed by providing training for new roles and approaches, where necessary. Changing the existing framework and format of any meetings will inevitably cause some disruption and possibly some conflict. However, it is essential that the organisation has structures and processes in place, at all levels, and in all areas of activity, that support and contribute to the strategic direction taken by the organisation.
 
    
 
   Meetings are a key part of the communication, information management, and decision-making processes, and must therefore be shaped and managed to meet the needs of these functions. Any difficulties that change in this area brings must be dealt with and overcome.
 
    
 
   4. Planning for meetings for the leader
 
    
 
   Start by discussing and coming to an agreement with your team the purpose of the meeting. The purpose of the meeting should be set clear with precise objectives. Even though there might be a by-default list of who should attend the meetings, it is still necessary to review this on a regular basis. This includes the date, time and venue of the meeting.
 
    
 
   Issue an agenda and any supporting information to all participants and to any other attendees so that they will have sufficient time to be familiar with the details. If necessary you can also arrange for a pre-meeting discussion to ensure any administrative arrangements and advance preparation be done ahead for any major important meetings. 
 
   In ensuring that each individual meeting is effective, planning is the most important stage. As with all key activities, appropriate preparation is the key to success. The most common reason for regular meetings losing their credibility and influence is that each meeting is not given sufficient individual attention. The purpose, the desired outcomes, attendees, format, frequency, timing, location, should all be reviewed regularly. The leader must ensure that each meeting is managed professionally and that its purpose is not diluted by lack of preparation, not on the part of the leader, or chairperson, nor on the part of any of the attendees.
 
    
 
   5. Chairing Meetings Effectively
 
    
 
   Is to be fully prepared as described in below steps. 
 
    
 
    
    	Arriving in advance to oversee final preparations.
 
    	Welcoming participants as they arrive.
 
    	Starting the meeting at the agreed time.
 
    	Introducing new participants (if any).
 
    	Summarising the format of the meeting.
 
    	Reiterating the purpose of the meeting.
 
    	Reiterating the agenda, shaping and controlling the nature and direction of discussion on each agenda item.
 
    	Ensuring that each participant is encouraged to contribute appropriately.
 
    	Remaining as objective as possible.
 
    	Summarising progress and decisions, at appropriate intervals.
 
    	Managing the time spent on each agenda item and overall; reviewing key discussion points and decisions made.
 
    	Confirming individual and collective follow-up actions.
 
    	Thanking participants for their contributions.
 
    	Reminding participants of the next scheduled meeting.
 
    	Formally close the meeting.
 
   
 
    
 
   When taking the role of Chair, the leader is highly visible, and the way in which they manage the meeting will be judged by the participants and add to or detract from their opinion of the leader’s capabilities. For this reason, the leader must ensure that when they personally chair meetings, they do this in a professional, firm but fair manner. Although some would argue that the Chair of a meeting should remain unbiased and act purely as a facilitator, this is not possible when the Chair is also the leader, or one of the leaders, of the organisation. Nevertheless, when acting as Chair, the leader should make every effort to facilitate effectively, whilst also presenting their views when appropriate. It is a difficult role, but one that must be carried out well.
 
    
 
   6. Follow Up Effectively
 
    
 
   Ensure that all key discussion points, issues raised, decisions made, actions agreed, are recorded accurately. The minutes of the meeting should then be distributed to the participants, requesting action plans (if any) from the participants who have agreed to take follow up actions. You should then monitor the progress on the follow up actions and obtain feedbacks from participants on their view of the effectiveness of the meeting, adjusting the approach to future meetings as necessary.
 
    
 
    
 
    
 
  
 
  



Chapter 12 - Delegating Responsibility Strategies
 
    
 
   Leaders must delegate, but must delegate effectively. The most successful leaders treat delegation as an essential strand of their leadership approach. Senior management structures, processes, and objectives are reviewed to ensure suitability for delegation to take place. Areas of work, activities, routine and event-specific decisions, are analysed, evaluated, and where appropriate the decision is made to delegate responsibility and authority. 
 
    
 
   The leader then builds on this by adopting a consultative, supporting, coaching, and role, as appropriate for each of the individuals delegated to. Individual performance on applying delegated powers is monitored and adjusted as necessary. Finally, the performance of the delegation process itself is monitored and reviewed by the leaders and the senior management team, to ensure that it remains compatible with the strategic direction being taken by the organisation.
 
    
 
   1. Support Strategic Objectives
 
    
 
   Identify roles and responsibilities that are necessary to support strategic objectives. This means defining roles, responsibilities, and degrees of authority as needed by individuals and teams. The designing of policies and procedures for the management of delegated activities is to review the distribution of roles and responsibilities at the senior level. 
 
    
 
   The aim of the review is to ensure that the distribution is balanced and appropriate. This is also an opportunity to make certain that the senior; executive level management structure is appropriate for the strategic direction being taken. If mismatches are discovered at this point, then the leaders will have an opportunity to adjust the organisational structure, at this level, to better match the demands of the strategies.
 
    
 
   2. Make Decisions On Activity To Delegate
 
    
 
   By deciding which areas of work, routine activity, stand-alone projects, absence cover, key operational decisions, emergency or business disaster events, and strategic level decisions, should have responsibility or authority delegated to specific managers. 
 
    
 
   This is an essential stage, but a difficult one. It involves forecasting and scenario planning, in order to determine which activities, and in which circumstances, should responsibility and authority be given. It requires the delegating leaders to analyse thoroughly the planned activity and potential events, in order to identify where delegation should take place, and to whom it should be given to.
 
    
 
   3. Selecting Managers And Specialists To Delegate
 
    
 
   Identify the current roles, responsibilities and authority of those individuals and teams by evaluating the skills, abilities, and development potential, of existing individuals and teams. 
 
    
 
   How to assess the degree of responsibility and authority that can be given to individuals and teams? 
 
    
 
    
    	Identifying coaching and training needs to prepare individuals and teams for delegation. 
 
    	Carefully profiling the existing senior management individuals is critical, because delegation will not be effective if it is given to an individual who is not capable of using the delegated powers effectively. 
 
    	Where gaps in capability are identified, training or coaching should be provided to fill that gap. If the corrective action needs to be long term, then the delegation should be delayed until that process is complete. 
 
   
 
    
 
   4. Agree Responsibilities, Levels Of Authority, And Objectives
 
    
 
   Once you have identified and delegated responsibilities and levels of authority for each individual manager, specialist, and team, the next steps is to discuses and agree on both the degree of delegation and the objectives delegated to the individual. This is one of the most critical stages where the details of the delegated responsibility and authority are explained, discussed and agreed. It is at this point that the leader(s) should aim to gain commitment to the delegated responsibilities and authority, to targets and deadlines, both qualitative and quantitative.
 
    
 
   5. Clarifying The Boundaries
 
    
 
   You need to define the limits, the boundaries, of the delegated powers. Discuses and agree to these boundaries and actions that should be taken when the boundaries are reached. This must be treated as a separate stage in the process, and applies to both the leader and the manager being given delegated powers. The leader must understand and accept that delegation does not mean abandoning responsibility. The ultimate responsibility still lies with the leader, the one delegating to others. Delegated powers must be managed and supported by the leader. The individual being given delegated powers must be clear about the limits of those powers, and understand that when that boundary, that limit, is reached, they should refer back to the one who delegated to them.
 
    
 
   6. Remove Or Reduce Barriers To Effective Delegation
 
    
 
   Go through the organisation policies, procedures, structures, practices, or cultural aspects. Identify which work against effective delegation and discuss ways in which barriers could be weakened or should be removed. Afterwards you can implement changes or adjustments to reduce or eliminate identified barriers. Most organisations have visible and hidden barriers that inhibit and hinder effective management. The role of the leader(s) is to introduce direction, strategies, structures, policies, procedures, and influences, into the organisation, so that managers and specialists can operate in a culture, which encourages creativity, innovation, high quality performance, and success. In parallel with this, the leader(s) must also encourage managers and specialists to take local responsibility for activities and decision-making. To do this, barriers and constraints must be reduced to a minimum, leaving an appropriate level of controls in place.
 
    
 
   7. Provide Support For Delegated Activity
 
    
 
   Agree the level and nature of support needed and adopt a leadership style that provides appropriate availability, support and guidance to those with delegated responsibilities. However you do need to give allowance of freedom to carry out the delegated powers without unnecessary interference. Review levels of personal support and adjusting that support appropriately and consistently. This behaviour will also help inspires and motivates those who have been delegated to.
 
    
 
   Often there are two most common reasons for delegation to fail. One is that the analytical and decision making process was not thorough enough, leading to the degree of delegation being inappropriate. The other most common reason for failure is that the leader delegates and then does not provide appropriate support to the manager being delegated to. 
 
    
 
   Once the leader has delegated, they must then provide an appropriate level of personal support, encouragement, and resources, to the individual. This support should include: publicising the delegated powers to relevant individuals and teams internally; informing other stakeholders such as suppliers, customers, clients, of the delegated powers; coaching, mentoring, providing training, as appropriate.
 
    
 
   8. Reward Performance
 
    
 
   Don’t be afraid to openly praise consistently high quality operational performance and exceptional event performance. This will help build performance on delegated powers into the organisation’s performance appraisal system. This is an important part of the process because delegated powers are, by default, in the highest group of demands made on the individual, and when performed well, are deserving of recognition and praise. Rewards do not have to be substantial, nor monetary in nature. Recognition and praise will be appreciated by the receiving individual and by their teams and other observers. The leader who delegated the powers must ensure that, when appropriate, high levels of performance in delegated areas are achieved. 
 
    
 
   9. Monitors, Review And Adjust
 
    
 
   Implement regular reviews of the delegation process or individual instances. This means reviewing the appropriateness of current and planned delegation, against the most current strategic objectives by taking corrective action where necessary. The leader(s) delegating powers to others should implement a monitoring and review process that requires them to review the whole process, and individual performance. Individual performance should be monitored continuously, with formal review points at least quarterly. 
 
    
 
   The overall process should be reviewed at least every six months, at which point the success of the process should be evaluated against the original objectives and then adjusted to take into account changes in operational activity and in strategic direction.
 
    
 
  
 
  



Chapter 13 - Developing Positive Relationships Strategies
 
    
 
   Just as the organisation’s leaders must maintain, develop, and continuously improve the quality of its physical resources, its marketing performance, its financial health, and so on, the leaders must also take the same approach to working relationships between themselves and others, and between all other internal and external partners in the organisation.  For the organisation to achieve its operational targets and strategic objectives, it is essential that all working relationships are healthy and productive and continuously improving. The leaders of the organisation must ensure that this is the case.
 
    
 
   1. Maintaining High Standards Of Personal Behaviour
 
    
 
   Firstly you must have high standards of personal beliefs like the following:
 
    
 
    
    	Behaving with integrity, fairness and ethically.
 
    	Showing respect and sensitivity for the views of others.
 
    	Ensuring that all relevant people are kept informed of plans, decisions, and progress.
 
    	Pro-actively seeking positive relationships.
 
    	Accepting criticism and feedback positively.
 
   
 
    
 
   The rationale is that the leader must aspire to be a role model for high standards of personal behaviour, be ethical, be honest, and be genuine, so that colleagues and people who they meet and interact with trust them. Even if the leader is required to carry out actions that have an unpalatable impact, such as when redundancies are necessary, the aim is to carry out such actions in as honest, open, and sympathetic manner as possible, so that observers, even those most negatively affected, will not be able to accuse the leader of unacceptable personal behaviour.
 
    
 
   2. Establishing Supportive Communication Systems
 
    
 
   Establish training programmes that can help develop individual and team communication skills base on the following.
 
    
    	Implement systems that support collaboration and cooperation between internal and external individuals and groups.
 
    	Implement information management systems that ensure key information reaches appropriate people in a timely manner.
 
    	Encourage consultative and participative decision making at all levels.
 
   
 
    
 
   The systems and approaches described are essential foundation blocks on which positive relationships can be built and developed. Without this underlying framework in place, information will be dissipated and misinterpreted, decisions will be based on inadequate information, and relationships will deteriorate.
 
    
 
   3. Promoting Values and Standards
 
    
 
   Start by consulting with specialists, individuals, teams, and legislative bodies, to identify and establish appropriate values and standards for the organisation. This will help provide guidance on the values and standards that will be understood at all levels. Next ensure all external partners are made aware of the organisation’s values and standards. To implement policies and procedures that manage, it is necessary to monitor, and improve the quality of values and standards, at all levels. This means taking prompt and visible action when established values and standards have not been maintained. The objective here is to ensure that all working relationships are built and developed against a background of known values and standards, and that all parties are made aware that the quality of internal and external relationships is an important aspect of the organisation’s approach to these. 
 
    
 
   4. Gaining The Trust of Colleagues
 
    
 
   Always consult with colleagues in an open and honest manner. By keeping colleagues appropriately informed about decisions, plans, actions, progress and providing them with sufficient personal support. Honouring commitments made to colleagues and treating them with respect and with appropriate confidentiality is also very important.
 
    
 
   Leaders should work with colleagues in a way, which demonstrates the leader’s commitment to the values and standards of the organisation, and in a manner, which demonstrates that they have the respect and support of their leader. This is vital in enabling the leader to draw the best performance and for them to achieve their personal performance targets. For any working relationship to be successful, there must be mutual understanding, mutual respect, and a desire to develop a relationship that is beneficial to both parties. This is essential in all external relationships, and particularly critical when the relationship is intended to be long term.
 
    
 
   5. Evaluate Relationship Performances
 
    
 
   Lay down clear quality criteria for the assessment of the condition of relationships and establish monitoring procedures, which include scheduled evaluation review points. There is a need to insist that evaluation reviews are carried out even though the relationship appears healthy. By taking appropriate corrective action to address problems and adopting a continuous improvement approach to all internal and external relationships. Regular and thorough assessments of the condition of any relationships are vital. Without these evaluations, and appropriate corrective action, many relationships will deteriorate. Some might linger in a poor condition, causing a constant flow of minor difficulties or some will implode and cause major problems. These problems can be avoided by a regular health-check on each set of relationships followed by appropriate action. 
 
    
 
  
 
  



Chapter 14 - Successful Operational Strategies
 
    
 
   Analysing the environment in which the organisation operates is the most critically important activity that the organisation’s leaders undertake. It represents the sole purpose of the leaders that is to ensure that the organisation is taking the most appropriate strategic direction and is equipped with the optimum resources needed to be successful in achieving its objectives. High quality information is critical to the success of the organisation, and information about the changes and challenges facing the organisation in the future is the most valuable of all.
 
    
 
   1. Ensuring Successful Analysis
 
    
 
   There is a need to analyse the operating environments on a regular basis, and additionally when major changes occur. This means using legal and ethical means to gather information as follow:
 
    
 
    
    	Using experienced specialists to gather and analyse the information.
 
    	Using an appropriate range of information gathering tools and techniques.
 
    	Gathering information from an appropriate range of sources.
 
    	Ensuring that forecasts, trends, predictions, are supported by sufficient evidence. 
 
   
 
    
 
   The objective is to carry out an analysis that provides the organisation with a clear picture of the current environment in which it operates, and a forecast of impending changes. This will enable the leaders of the organisation to make changes to existing operational objectives in response to the findings on the current situation, and to longer term plans in preparation for the predicted changes. A thorough analysis should be carried out at least annually, with quarterly reviews. This will ensure that the leaders of the organisation are fully informed at all times, and are equipped with information that will enable them to respond appropriately to any changes which impact on the organisation.
 
    
 
   Analysing The External Environment
 
    
    	Identify the components and the boundaries of the external environment in which the organisation operates.
 
    	Consider the current political, economic, social, technological, and environmental situation.
 
    	Gather appropriate, sufficient, reliable, and valid information.
 
    	Identify and evaluating trends.
 
    	Evaluate the impact of current influences on the organisation.
 
    	Forecast the impact of potential changes on the organisation.
 
   
 
    
 
   By gathering all this information, you will be able to see or predicts changes in the world in which the organisation operates. There are many thousands of local and international influences and forces, which impact on the organisation. Indicative examples include demographic changes, cultural changes, and social behaviour changes, all of which can lead to changes in customer markets and buying patterns. Another example is a potential or forecast change in a technology, which could end demand for certain products or services. For almost any organisation, of any size, and in any sector, gathering and analysing this type of information is very critical.
 
    
 
   2. Evaluating Competitor Behaviour
 
    
 
   This is to identify current and potential competitor organisations. By gathering appropriate information on current and forecast competitor activity, you will be able to evaluate the strengths and weaknesses of individual current competitors. You will be able to see the potential impact of new entrants or changes in competitor behaviour. The purpose of this is straightforward. Competitors are, by default, competing for the same customers, and if they are worthy competitors, they will be carrying out the same type of analytical activity, and responding to their findings. Competitor activity can be a vital component of the information gathered, as it indicates how similar organisations are responding to current and forecast changes.
 
    
 
   3. Evaluate The Internal Condition Of The Organisation
 
    
 
   To analyse the organisation’s current internal condition, carry out a review of strengths, weaknesses, opportunities, and threats. The aim is to build a detailed picture of the current condition of the organisation, in terms of its internal health. This should be comprehensive, looking at all internal aspects of the organisation, including for example, the physical location(s) in which it operates, condition of buildings, equipment, vehicles, plant, funding, operational performance, recruitment, retention, training and development, policies, procedures, products, services and so on.
 
    
 
   4. Adjusting Current Strategies
 
    
 
   Considering the findings of the analysis activities done, and then evaluating current strategies and direction against these. Consulting with specialists and key stakeholders about any proposed changes and adjust current strategies and strategic objectives or replacing them with new ones. Once a new or revised management system has been implement, it is easier to monitor, control, and adjust where necessary, the new strategies. To survive, the organisation must have in place appropriate strategies. Unless strategic direction, specific strategies, and their related objectives, are regularly evaluated, maintained and adjusted, the ability to compete will deteriorate and eventually the organisation will fail.
 
    
 
   5. Adjusting Systems and Structures
 
    
 
   In evaluating the appropriateness of the current systems and structures in meeting the demands of the new strategies. You are ensuring that, at all levels, the best possible individuals and teams are in place to support and help achieve the organisation’s goals. 
 
    
 
   Firstly consult with your management on your proposed changes. You will need to implement procedures to monitor, control, and adjust whatever changes as necessary. The purpose of this is to put in place an appropriate infrastructure that will support the new strategic and operational objectives. Unless this infrastructure is compatible with, and supports the achievement of, these objectives, the strategies will run into difficulties and almost certainly fail.
 
    
 
   To adjusting current operational objectives
 
    
 
    
    	Adjust operational objectives and activity in response to the changes in strategic direction.
 
    	Implement an appropriate quality assurance management system to maintain operational quality standards.
 
    	Implement procedures to monitor, control, and adjust operational activity and objectives as necessary. 
 
   
 
    
 
   Operational activity must support and help achieve the strategic objectives. It is extremely damaging, if not fatal, to allow operational activity to continue unchanged, when the strategic direction and objectives of the organisation have changed.
 
    
 
   6. Adjusting Personnel Capabilities
 
    
 
   Lastly by comparing the current and potential performance capability of key individuals and teams against the forecast performance requirements. Help improve personnel capability by re-training and development where appropriate and replacing individuals and teams where necessary. It is a must to implement an effective individual and team appraisal and development system. Remember without the right people any strategies that are proposed or intend to implement will fail.
 
    
 
  
 
  



Chapter 15 – Personal Skills Strategies
 
    
 
   Many leadership skills essential attributes are difficult to maintain consistently, but they are the attributes needed by, and expected of, in almost all business leaders. The size of the organisation, the business sector, whether public or private, is of no consequence. The leaders of all organisations should be role models for others, be visible champions of high standards of professional and ethical behaviour, be leaders who others in their organisations can be proud of, and be leaders that competitors are envious of. Not many of these characteristics are imbued in our leaders by default. They have to be learned, can be learned, and should then be continuously developed and enhanced. With these personal attributes in place, and being demonstrated in behaviour and actions, business leaders will be more effective and more successful.
 
    
 
   The first area that we need to look at is Personal Attributes. This is a blend of knowledge, expertise, and competencies, encapsulated in the approach, the behaviour, of the leader. In organisations of all sizes and in all sectors, public and private, these characteristics are key to effective leadership. The essential personal attributes are as follows.
 
    
 
   1. Behaving Ethically
 
    
 
    
    	Learn about the ethical issues and concerns that impact on your business sector.
 
    	Adopt a balanced, open-minded approach to the ethical concerns of others, by considering the ethical issues and implications of all personal actions and organisational activity.
 
    	Raising and discussing ethical issues before proposing or agreeing to decisions.
 
    	Resist pressures from the organisation or its partners to achieve objectives by unethical means.
 
   
 
    
 
   2. Thinking Strategically
 
    
 
    
    	Learn and understand how the different functions, physical divisions, and layers, of the organisation should work together.
 
    	Understand the complexities of, and the changes happening in, the external environment, and considering how the organisation can best respond these.
 
    	Understand the strengths and weaknesses of the organisation, and the opportunities and threats facing it.
 
    	Understand how the strategic objectives are influenced by all the current and forecast influences that will impact on the organisation.
 
    	Understand that the operational objectives and targets must be in line with and support the strategic objectives of the organisation.
 
    	Be aware of and responding to the behaviour of current and potential competitors.
 
   
 
    
 
   3. Supporting Corporate Goals
 
    
 
    
    	Help to create and communicate a vision which can be understood and supported by people at all levels
 
    	Help others to understand and contribute to the strategic goals.
 
    	Give visible personal support to the strategic direction and specific goals set by the organisation.
 
   
 
    
 
   4. Communicating Effectively
 
    
 
    
    	 Be responsive to messages and signals from the internal and external environments.
 
    	Make effective use of communication channels from and to all levels within the organisation.
 
    	Pro-actively encourage the exchange of information within the organisation, and amongst suppliers, customers and partners.
 
    	Listen to others, including those with opposing views, carefully and thoughtfully.
 
    	Select personal communication styles that are appropriate to the different situations and audiences.
 
   
 
    
 
   5. Gathering Information
 
    
 
    
    	Establish multiple channels and networks, which generate a constant flow of information, from within and outside the organisation.
 
    	Regularly and consistently gathering, analysing, challenging, and using the information gathered.
 
   
 
    
 
   6. Making Decisions
 
    
 
    
    	Establish a consistent approach to the analysis of information.
 
    	Draw on personal experience and knowledge to identify current and potential problems.
 
    	Consider a range of solutions before selecting the final one.
 
    	Ensure the selected decision is feasible, achievable, and affordable.
 
    	Consider the impact of the decision on everyone, at all levels, before approving implementation.
 
   
 
    
 
   7. Developing Effective Teams
 
    
 
    
    	Appreciate the contribution of others, at all levels in the organisation.
 
    	Ensure that individuals and teams are kept informed of plans, developments and issues that will affect them.
 
    	Make sure individual and team development schemes are given appropriate priority.
 
    	Provide personal support for the implementation and maintenance of development activities for individuals and teams at all levels. 
 
   
 
    
 
   8. Behaving Assertively
 
    
 
    
    	Understand and respond to personal roles and responsibilities.
 
    	Adopt a leading role in initiating action and decision-making.
 
    	Take personal responsibility for decisions and actions.
 
    	Be properly prepared for involvement in activities and events.
 
    	Have confident and be professional in dealing with change and challenges.
 
    	Refuse and reject unreasonable demands.
 
    	Defending and protect individuals and teams from unfair or discriminatory actions.
 
    	Always remain professional in manner at all times.
 
   
 
    
 
   9. Concentrating On Results
 
    
 
    
    	Contribute to the establishment of an organisational culture that demands high standards and high levels of performance.
 
    	Focus on objectives and planned outcomes, at all times; dealing with issues and problems when they arise.
 
    	Plan and schedule personal work and the work of others in ways, which make best use of available resources.
 
    	Delegate appropriately.
 
    	Give your personal attention to the critical issues and events.
 
   
 
    
 
   10. Managing Yourself
 
    
 
    
    	Reflect regularly on personal performance and progress.
 
    	Pro-actively asking for feedback on personal performance.
 
    	Change or adjust any personal behaviour in the light of feedback received.
 
    	Be responsible for your own personal development needs.
 
   
 
    
 
   11. Presenting a Positive Image
 
    
 
    
    	Adopt a leading role in initiating action and decision-making.
 
    	Behave in a professional manner at all times.
 
    	Be open-minded and responsive to the needs of others.
 
    	Visibly work towards personal and career development goals.
 
    	Adopt an ethical approach to all personal and organisational activity.
 
    	Be supportive to colleagues.
 
    	Demonstrate fairness and integrity at all times.
 
   
 
    
 
  
 
  



Chapter 16 - Effective Listening
 
    
 
   All too often we are far more enthusiastic about talking than we are listening.  Yet it is so vital if we are to communicate effectively.  Most breakdowns in relationships are caused because people talk at each other without really making contact. Unless someone hears what has been said including the subtext the words have little value.
 
    
 
   Making any decision without having all of the information and facts beforehand can be very tough. When we are actively listened, we learn and feel more. This in turn will help us to more likely to engage in negotiation and compromise.
 
    
 
   Listening is about far more than words. Watching facial expression and body language is often a far more accurate barometer than the words that are being used.
 
   Nice things being said where the smile doesn’t reach the eyes is an obvious example.
 
    
 
   To be an effective listener it is vital that you listen actively. Below are some tips to help you with this.
 
    
 
   1. Make eye contact. 
 
    
 
   2. Read the body language of the talker.  Are they relaxed, anxious, angry? Extremes are easy to recognise but often the message is much more subtle
 
    
 
   3. Mirror the talker’s body language- subtly, a gentle dance rather than a caricature.
 
    
 
   4. Show that you are listening, nods, make appropriate responses
 
    
 
   5. Ask relevant questions, ask them to clarify if you are not clear about their meaning
 
    
 
   6. Summarise. Example “ so what you are saying is……….”
 
    
 
   7. Use open ended questions, the who, what, where, when,
 
    
 
   8. Be careful of the tone of your voice when you respond or ask questions.  It is all too easy to come across as judgemental or as an interrogator from the Spanish Inquisition
 
    
 
   9. Use empathy. Acknowledge difficulties, but be careful not to fall into the trap of going into anecdotes from your experience.  “ I sense that you are finding this rather difficult” rather than “Oh I know, it happened to me but mine was bigger, more difficult etc”
 
    
 
   10. Take a real interest, if you are simply going through the motions the lack of sincerity will be obvious to others.  Leave your ego behind, concentrate on the other person.
 
    
 
    
 
  
 
  



Chapter 17 - Effective Public Speaking Tips For Beginners
 
    
 
   People have praised and respected over the centuries those who could speak well in front of a crowd. The audience is oftentimes left in awe at how these leaders express themselves well and eventually convinced them a great deal. Knowing how to speak well before a crowd is the best drawer of attention to a candidate leader.
 
    
 
   Facing a crowd can be a serious jittery experience for some but for others, they found it fun and exciting to express themselves. But being a public speaker you ought to prepare your speech. You owe this to your audience.
 
    
 
   Preparing yourself for a talk is not that easy. You always have to put your best foot forward. The best way to get your audience attention is to start your speech with conviction and end it with a thought-provoking ending hoping to lead to positive action. 
 
    
 
   Some helpful tips are listed below to guide you in your speech.
 
   Content
 
    
 
   • A good speech summary is very important to wrap up your talk and get the message across effectively. Focus on the purpose of your speech: is it to persuade, inform or entertain?
 
    
 
   • The body of your speech should be driven to one focal point meaning a message.
 
    
 
   • Know the objectives of the event where you are invited to talk. Your speech should be tailored to your kind of audience.
 
    
 
   • Be sure that your talk is meaty with facts, if necessary figures, but which you can explain easily during your talk and make it in layman’s terms. Facts should be accurate, objective and should be from credible resources.
 
    
 
   • Have nice, catchy titles to draw more attention to your speech.
 
    
 
   
 
  

1. Acceptable Physical Appearance during Public Speaking
 
    
 
   • Gestures, movements, facial and bodily expressions are very important because they reveal so much about you as a speaker and a person on how well-versed you are on the topic.
 
    
 
   • Public speakers should exude pleasantness, enthusiasm and confidence.
 
    
 
   • Do not read from your notes, instead maintain eye contact with your audience. Remember, you should speak and not read.
 
    
 
   • Dress for the occasion.
 
    
 
   Your Speech
 
    
 
   • Speaking with conviction is very important in public speaking to gain credibility and respect.
 
    
 
   • If you are to give a speech, train and prepare yourself to speak slowly, enunciate words clearly, pause and show the right emotions while sharing your topic. Most of all, talk to all members of the audience as a whole. 
 
    
 
   • Communicate with your audience – speak, listen, respond, adjust and adapt – if they have questions or reactions.
 
    
 
   • Add-ons to speeches include: humour, handouts and audio-visual aids.
 
    
 
   • Learn when to stop talking.
 
    
 
   
 
  

2. Body Language
 
    
 
   Body language is very important when delivering a speech. Have you ever seen our great leaders fidget or make unnecessary movements while addressing the nation?
 
    
 
   Since you are the center of attention while making the presentation, you should mind every move that you make so as not to bore or distract the people listening to your speech.
 
    
 
   So you already have a speech prepared, you know the topic well and you are now standing in front of the audience. They are in for a treat because you have prepared a great presentation, yet you also know that they have a very short attention span.
 
    
 
   How would you keep them interested with what you are saying?
 
    
 
   The answer is to maintain eye contact.
 
    
 
   This is one public speaking technique that great speakers use when addressing a large group of people. Here are some tips on how you can use this "trick" to keep your audience interested while delivering a speech.
 
    
 
   Once you have already started speaking and have delivered your introduction, take a look at your audience.
 
    
 
   Do not be nervous if you see one or two people frowning, as you are not sure of exactly what they are thinking. Instead of looking out for unfriendly or blank faces search for the people who are smiling and nodding their heads. Try to focus on this person for a couple of minutes and look him or her in the eye.
 
    
 
   This way, you would have an immediate "friend" in the audience to whom you can look at and gain confidence from. This will not just increase your confidence but also relax you in the course of your speech. Gaze steadily at your audience, moving from one part of the room to another. This way, you would immediately grasp their attention.
 
    
 
   Never read your speech. Just make an outline of the important points that you can expand on. If you have visuals, do not read the bullet points word for word as this might imply that your audience cannot read that themselves. With this, you are instantly creating a "bond" with your audience as a 
 
   Speaker since you do not have to keep on looking at your notes through the course of your speech.
 
    
 
   The key to delivering a great speech is to just breathe, relax and make eye-to-eye contact with your audience.
 
    
 
   Thus, you are not just making a physical connection with them but you are also ensured that you come out as a sincere speaker who wants to inform and interact with the audience through your speech.
 
    
 
   
 
  

3. An Effective Style To Use In Public Speaking
 
    
 
   An effective public speaker should be able to utilize devices that will be able to capture the attention of the audience. One effective means for them to give you that much needed interest is this: get them to go on stage. Make them participate. When someone is on stage and he or she happens to be a member of the audience, the rest will almost always stay attentive. Why? Because they would like to see what you will be doing to one of them. Also, because they are thinking they could be up there themselves and so to save their precious egos from embarrassment they at least need to know what is going on. 
 
    
 
   No matter how good or excellent you are as a presenter or as a public speaker, nothing beats the excitement of getting someone to be on stage who really should not be there in the first place. What is going through their minds at that moment when you pull an unsuspecting someone from their complacency is that, “Oh my god, what if the speaker selects me to go up there next? What am I going to do?” Then later, “I need to pay attention to this.” A little bit later as you go through your presentation, the audience will then most probably think, “What point is he/she making?” And then as you take your point across, the audience will then get to think, “Now I get it.” Because you made them pay attention, you have forced them to listen and respond to your statement in the privacy of their minds.
 
    
 
   However, there are those extremely shy and very sensitive members of the audience who might withdraw from going through the rest of your presentation if they hear you will be calling on them up on the stage. The objective is to gain an audience and not to lose any of them.
 
    
 
   Make it clear prior to your asking someone to come up on stage with you that you are asking for a volunteer and that no one will be forced if they do not want to. Notice that if the majority of your audience are shy, once you finally get someone to be on stage, all of them will almost always heave a sigh of relief that you would actually feel a breeze pass you by, really.
 
    
 
   Another way to get the audience to participate as well as pay attention is by giving them due recognition. Try to acknowledge a single member of the audience for a specific achievement or a moment of a good performance, or also acknowledge a group of the audience.
 
    
 
   For the rank amateur to the ignorant professional, audiences create the same effect no matter how small they are to a speaker. Fear and anxiety.
 
    
 
   From a single person to a crowd as big as the fans in the Super Bowl, speaking in front of a serious listening audience is the true test and baptism of fire. Despite this, audiences are predictable. Audiences listen to you because they want to learn something from the speaker.
 
    
 
   Following this logic, the speaker would do well to follow the strategy of making it informative as well as interesting to listeners to see your speech through till the end.
 
    
 
   Here are some tips on how you can have the audience listen in rapt attention.
 
    
 
   1. Speak according to the listeners’ interests. It is always a good idea to find out what the crowd you are speaking to be interested in. For example, if you have more teenagers in the crowd, you don’t really want to talk about your subject in a way that bores them, like good education. Other aspects to consider would be the local culture, age, sports, religious inclinations, etc. Talk about what’s important to them, something they can easily relate to without a stretch of imagination.
 
    
 
   2. Praise the audience. Audiences are human too, and each and every one of them has a need to be acknowledged as much as you want to be acknowledged for speaking well in front of them. There is only one requirement for this maxim, that your praise be one hundred percent sincere. Anything less and you’ll have resentment in your hands.
 
    
 
   3. Connect with the audience. Find a common thread that makes the audience relate to you, and you’ll find that the speech will come through really well. Finding a common thread humanizes you and the speech. It makes them want to listen to you because it may in some way be of great benefit to them.
 
    
 
   4. Have the audience participate. Get somebody to come onstage and participate in a demonstration. Ask questions of the audience. Get feedback. Encourage them to walk up to the microphone and give you a piece of their mind. The point is to involve the audience, once more, making it more real to them. Taking them along with you in your experience.
 
    
 
   5. Less you, more them. Play yourself down. Nobody, especially an audience, likes to be lectured to. This will cause resentment that will last a long time. Never feel that you are above them. The better way to think about your audience would be that you care about their welfare. Think of yourself as their best friend, and more often than not, this will hold you in good stead.
 
    
 
   
 
  

4. Audience Contact
 
    
 
   Although speaking in public is really a monologue of sorts, this monologue is addressed to a ready, able and receptive audience who wants to learn from you as much as you want to learn from them.
 
    
 
   Speaking in public would be more effective if it is listened to. The following are effective tips to maintain that necessary contact with the audience.
 
    
 
   Greet them
 
    
 
   Minutes before your actual speaking engagement, you could walk around the venue and familiarize yourself with the people who will be listening to you. As the people and the attendees arrive, give them a warm greeting. It is so much easier to deliver a speech to a group of people whom you consider as friends than to a bunch of anonymous faces. 
 
    
 
   Be positive
 
    
 
   Honestly, people expect and want you to succeed. Audiences want to be as informed, stimulated and entertained as they could be. If you fail, they cringe with you. Succeed and your audience benefits just as well from your great speaking performance.
 
    
 
   There is nothing to be sorry about
 
    
 
   If you mention to the audience that you are nervous or if you express your apologies to any problems you think may exist about your speech or your speech delivery, you may be setting them up to focus on that thing you are apologizing for. You do not have to mention this to them, chances are they haven’t noticed this until you brought it up. Relax and be silent. Your audience will relax with you.
 
    
 
   Establish eye contact
 
    
 
   Connect with your audience, appear natural. Or better yet, be as natural as you can be, without overdoing it of course. You should be able to get the audience to nod their heads as an acknowledgement of what you are trying to convey. Do not breeze through your speech. Pause for a while or for a brief moment, especially at those points you want to emphasize. This is also a good time to establish eye contact with your attendees as well as to catch that much needed breath. 
 
    
 
   Do not debate
 
    
 
   If during the question and answer part of your speaking engagement an audience expresses disagreement with any part of your message, you need not aggressively prove your point to him or her. A debate is not just a futile means to get your point across but it could just as well never be resolved. Get that attendee to talk with you after your speaking engagement, never during.
 
    
 
   Handouts
 
    
 
   Handouts are important tools for effective public speaking. They serve as guides for your audience. Handouts will allow the listeners to follow what you are discussing. Handouts are important and should be well prepared.
 
    
 
   When giving out the handouts to your listeners, remember to choose the right time. It is not recommended to give them out right away at the beginning of your speech. This will only make the listeners tend to lose focus. It is important in public speaking to catch the attention of your audience at the start of the speech.
 
    
 
   Also inform them that you will be giving out handouts so that the listeners will need not to take down notes while you are talking. Making handouts available will make your audience focus and absorb everything that you say. That is because writing while listening to your speech will only divide their attention.
 
    
 
   You may want to use colourful papers if your audience is also kids. Adding drawings can also make it interesting but do not use too much or else they will only concentrate on the drawings that they see.
 
    
 
   On the handouts, you can include the objectives of your speech and the things that you expect from your listeners. Do not put the entire speech on the handout. If you put everything that you have to say on the handouts, the listeners will no longer listen to you.
 
    
 
   You may also place in it the outline of your speech, a brief introduction and the things that you will discuss. You may also want to include the start time and the end time of your speech and allocate the time when they would like to ask questions. This will allow you to follow your outline and they may reserve their questions for the time you listed on the handouts.
 
    
 
   You can also incorporate some activities at the end of the handout. Put a space where they can write and jot down the answers on the activity that you will put at the end of the handout. Adding a space where they can write is also effective so that they may be able to jot down some important points that you have mentioned and are not listed on the handouts.
 
    
 
   At the end of the handout, you may also include some information about yourself. You may put your name, nickname or even hobbies to add some spice. This is one way that your listeners will be able remember you by.
 
    
 
   Handouts are very beneficial to making you an effective public speaker. Make them ready all the time and make sure that they will last. Handouts are ways that your listeners can remember you; that is why it is important that you make them unique and valuable.
 
    
 
  
 
  



Chapter 18 - Getting Your Message Across With Good Rapport
 
    
 
   I bet you have had times when you have walked into a shop and felt immediately welcome. I’m also pretty sure that you’ve had occasions where you’ve felt just the opposite. What was the difference? What happened in the place that created that welcome feeling within you? 
 
    
 
   Maybe the assistant noticed you entering and offered you a smile and said hello. They are telling you that you are welcome in their space both physically and mentally. Compare this with a shop where you were completely ignored until you went to pay for something. What message are you getting there? 
 
    
 
   What is rapport? 
 
    
 
   Rapport is the art of being ‘in tune’ with the people around you. Good rapport will enable you to let others know that you are interested in them, that you care about what they have to say and are keen to understand them. It sends them a message that there is common ground and creates a sense of consideration, respect and trust. 
 
    
 
   Good rapport lies at the heart of your effective communication. It enables you to get people’s attention and for them to take onboard what you have to say. Good rapport comes from body language and how you say things through the tonality and rhythm of your voice. Together, body language and how you say your words make up 93% of your communication. What you say is only 7%! 
 
    
 
   Of course, when interacting with others our communication can be non-verbal using just our body language. How are you communicating right now? 
 
    
 
   I’m sure that you have experienced a situation where within a group of people one person makes a suggestion and you just know that others don’t agree – even if they remain silent. What tells you that they don’t agree and feel comfortable with the suggestion? Those of you who are in agreement will probably be sharing the same body language; they may be more animated in the discussion, and as such will be actively buying in to the idea. 
 
    
 
   Those that disagree can do so without having to say or do a thing. All they need to do is withdraw their rapport in some way; maybe though pulling back in their seat, crossing their arms, closing their book or leaving the room. Maybe, through all those things if they really wanted to make a point! 
 
    
 
   So, assuming that we have some words to say, how can we maximise our tonality and body language to ensue that we have good rapport when saying them? 
 
    
 
   How to get into rapport with people. 
 
    
 
   Matching and mirroring are the two main ways to establish rapport. People that are in rapport have a certain rhythm to their voice and body movements. 
 
    
 
   Voice Tonality and Rhythm. This is 38% of your communication. The tone of your voice and the pace that you talk affects the message that you are trying to portray. People use different tones and speeds when talking. Do your best to adjust your voice to come closer to their way of talking. 
 
    
 
   Try it yourself - say something cheerful in a sad voice and see how it comes across, then switch it around and say something sad in an upbeat voice. What message are you receiving in each case? 
 
    
 
   What about when someone is talking to you and you are distracted by something else, maybe something you see? Does your voice respond in an interested manner, and does your body language bear this out? 
 
    
 
   Body language. How you hold and use your body makes up 55% of your communication. Use your body to match people’s body movements. There will be a certain pattern and rhythm to their movements that you can copy. 
 
    
 
   It’s wise to pay attention to this even if you have good intentions for doing otherwise. You could easily be misinterpreted. 
 
    
 
   How about if that shop assistant smiles and says hello but without looking at you – does that feel the same? Maybe she was preparing next week’s stock. What if two assistants are chatting while you are in their shop even whilst politely serving you? Does the rapport exist between them or between you and them? 
 
    
 
   What if in a work environment you ask somebody to do something for you and they agree quite nicely but you can see them tense up or see their body sink slightly lower in their chair? Are they really happy to do this for you or are speech and body telling different stories? 
 
    
 
   The next time you communicate think about rapport a little. Is it good or not? What makes it good? How could you use your body language and voice to improve rapport? And stick with it. It can seem odd at times whilst you practice but when it becomes second nature you’ll become a more natural communicator.
 
    
 
    
 
  
 
  



Chapter 19 - Sales And Leadership: The Differences That Matter
 
    
 
   Both leaders and sales people will be more effective when they realize the differences between leadership and sales.
 
    
 
   You've heard something like this before: "He's not a leader, he's a salesman." Or: "She was trying to motivate me but gave me a sales pitch instead!"
 
    
 
   Being a sales person can provide a poor foundation for leadership.  Because leading and selling, though they share certain qualities, are different activities. Most people go along in their jobs and careers without thinking through those differences and thus mix up the two in self-defeating ways.  
 
    
 
   I've seen good sales people fail when moved into leadership positions; and conversely, good leaders fail when they become sales people or use certain sales techniques to lead. 
 
    
 
   In both cases, they misunderstood the differences or missed them altogether and so couldn't align their words and actions to take advantage of those differences.  You can manifestly improve your leadership and sales skills by understanding what such differences are.   
 
    
 
   Clearly, on the surface, both sales and leadership focus on ways to influence people to take action. Both sales people and leaders must be knowledgeable, skilful, enthusiastic, and convincing. 
 
    
 
   However, when we drill down into the functions of the relationships involved in selling and leading -- getting customers to purchase products or services as opposed to getting people to achieve organizational results -- the differences emerge. 
 
    
 
   Here are three defining differences between sales and leadership that can help you both as a sales person and a leader.  Note the differences are variations on a single, decisive theme. 
 
    
 
    
    	Sales people must satisfy customers.  
 
   
 
    
 
   Leaders often have to dissatisfy the people.  People in most organizations are in thrall to a powerful force, the status quo.   The status quo is simply the existing state of an organization.  You might ask, "What's wrong with the existing state of an organization?"  My response is, "A great deal."  In fact, the status quo of any organization is almost always wrong. 
 
    
 
   The trouble with the status quo isn't that it gets poor results.  After all, if you know you're getting poor results, you can do something about it.  You can start taking steps to turn them into good results.  The trouble with the status quo is that it gets mediocre results but represents them as good results.  And poor results are less harmful to an organization than mediocre results misrepresented as good results. 
 
    
 
   Leadership is not about maintaining the status quo (as management does); it's about transforming the status quo to achieve big increases in results.  Such transformation cannot be accomplished unless and until people are infused with a powerful dissatisfaction with the way things are. Sales people want customers to like them; but leaders may have to get some people angry with them and what they are challenging them to do.  (If they don't have some of the people angry with them, those leaders might not be challenging all the people enough.  Though watch out when you have ALL of the people angry with you.) 
 
    
 
    
    	Sales people get people to do what they want to do.
 
   
 
    
 
   Leaders aim to get people to do what they may not want to do and be ardently committed to doing it.  Having people get out of the status quo to achieve great results means challenging them to be uncomfortable, do things in new ways, learn new skills, and take on perplexing tasks.  Good leaders live by the rule that it is better to do the new, right things in the temporarily wrong ways than to do the old wrong things in the right ways.   
 
    
 
    
    	Sales people must counteract bad feelings on the part of customers.
 
   
 
    
 
   Leaders may have to live with and even accept bad feelings on the part of the people while getting them to move toward their organization's greater goal.  When you lead people to go to the metaphorical mountain, for instance, many of them will want to go to the nearby hill or to stay where they are.  Standing pat is more comfortable and less risky than going to the mountain.  But the organization badly needs them to move to the mountain.  That's where leadership comes in.  In sales, you hop on people's disapproval right away and try to mitigate or eliminate it.  However, in leadership getting people to change from standing pat to being the cause leaders of going-forth can involve having to temporarily put up with their initial misgivings or even their outright defiance.  A CEO told me, "The hardest thing I've had to learn as a leader is grace under pressure.  How to keep focused on our company's objectives while weathering the criticisms from the inevitable nay Sayers."
 
    
 
   Keep in mind that despite their differences, sales and leadership share useful similarities.  Many sales techniques, especially with the art of persuasion, can be effectively used in leadership.
 
    
 
  
 
  



Chapter 20 - Clarity & Attitude
 
    
 
   
 
  

1. Victim Of Vagueness
 
    
 
   It is estimated that our brains receive information through our senses that result in some four billion neuron impulses per second. Of these four billion pieces of information we are only consciously aware of about 2,000. That’s only 0.00005%. 
 
    
 
   It’s happening to you right now. I bet, until I mention it now, that you were not aware of the feel of your clothes on your skin. Or, be aware of the noises in the background. Or, be aware of the object just inside of your peripheral vision. Until I mentioned them you were paying your full attention to something else. 
 
    
 
   If you had to be fully aware of all the information that you receive all of the time you probably would be so overwhelmed that you wouldn’t be able to function. The unwanted information is filtered out through a process of Deletion, Distortion and Generalisation. This filtering process is driven largely by our Beliefs of how things are at that time. 
 
    
 
   Whilst this can be hugely helpful in avoiding our brains from exploding it can lead us into making assumptions about given situations that might not serve us well; we can easily become victims of the vagueness that we accept as fact.
 
    
 
   To make matters worse when we communicate with others we pass on our assumptions, with the additional assumption that the recipient makes the same assumptions. Our assumptions create gaps in our communication that we expect the other person to fill with the SAME understanding. All too often because of our assumptions we do not deliver what was expected. 
 
    
 
   Here are some examples of vagueness. What assumptions are you making when you interpret them?
 
    
 
   “Go and increase morale in the team”
 
    
 
   “Make sure that they fully appreciate our efforts”
 
    
 
   “Spend more time on customer relations”
 
    
 
   Being a Champion of Clarity
 
    
 
   First off, to be a Champion of Clarity you have to recognise that communication is full of assumption. A Champion of Clarity recognises the pitfalls of assumption both as a speaker and as a listener. 
 
    
 
   As a listener they are only too aware of the following phrase:
 
    
 
   “The meaning of your communication is the response that you get”
 
    
 
   As such a Champion of Clarity takes responsibility for ensuring that their communication is fully understood.
 
    
 
   As a listener they recognise that they often interact with Victims of Vagueness and they take steps to avoid relegation from a Champion of Clarity by ensuring that they fully understand the intention of the communication behind the words that they hear.
 
    
 
   Good ways of ensuring understanding is getting sensory cues that provide the evidence of the successful future desired outcome. 
 
    
 
   In response to the vague statements above a Champion of Clarity would ask something like:
 
    
 
   “And when I have increased morale in the team, what will let you know that it has been done well?”
 
    
 
   “What is it that will let them know that we put in effort in a way that should be recognised?”
 
    
 
   “And when we are spending more time on customer relations, what will you see and hear?”
 
    
 
   
 
  

2. Attitude Determines Altitude
 
    
 
   Your attitude determines your altitude – in business and in life. You can’t change someone else’s attitude for them. But this powerful adage is a great reminder that you can put in front of anyone who needs an attitude adjustment. I want to talk about a few of the many ways each of us can develop a winning attitude every day. It’s what leaders do. 
 
    
 
   Marcus Aurelius, the great philosopher who ruled the Roman Empire, said it simply: “Our life is what our thoughts make it”. 
 
    
 
   Dale Carnegie, speaking to that quote said: “Yes, if we think happy thoughts, we will be happy. If we think miserable thoughts, we will be miserable. If we think fear thoughts, we will be fearful. If we think sickly thoughts we probably will be ill. If we think failure, we will certainly fail. If we wallow in self-pity, everyone will want to shun us and avoid us”. 
 
    
 
   Am I advocating a Pollyanna attitude toward all our problems? No. Life isn’t that simple. But I am advocating – in the strongest terms – that we assume a positive attitude instead of a negative one. 
 
    
 
   Mental attitude - the power we hold in our heads. Reality can be changed dramatically by a single thought. In nutrition the adage is you are what you eat. In terms of leadership, it’s more likely you are what you think. Contrary to what people want to believe, outside influences don’t usually determine your happiness or success, and rather it is how we react to those influences – good or bad. So how do you change your reactions to those outside forces? 
 
    
 
   Make how you react a conscious priority, which means practice daily. 
 
    
 
   Humour is vital. When things aren’t going your way, keep everything in perspective and relax. I laugh. Others throw up their hands. Whole industries get very cynical. 
 
    
 
   Positive self-confident feelings not only help you achieve more; they also make others want to be associated with you. People are drawn to others who have an upbeat outlook, who have a can-do attitude. Constant complainers don’t collect an easy following. 
 
    
 
   Positive self-confident feelings not only help you achieve more; they also make others want to be associated with you. People are drawn to others who have an upbeat outlook, who have a can-do attitude. Constant complainers don’t collect an easy following. 
 
    
 
   One of a leader’s most important jobs is to set a positive and self-confident tone, exuding the attitude that failure is not an option. A positive attitude is the cornerstone of leadership. It’s the same confidence that a quarterback, a golfer, or a tennis star projects every time they come out of the locker room. 
 
    
 
   To gain strength from the positive and not be sapped by the negative, here are a few ideas: 
 
    
 
   Focus on the 90% of your team who will run with your vision and your plan - don't let the "negative nellies" drain you or poison your team. 
 
    
 
   Tap your spiritual essence at work too - use your spirit and your heart to move you and your work forward. 
 
    
 
   Break the negative energy cycle – if you see yourself spiralling down or in a rut, mix it up, break-up the routine and do something fast that lifts you up. When you see one of your team members in a rut of unproductive or unprofessional behaviour address it, don’t let it fester. 
 
    
 
   Active listening – takes time. Work at it, to hear what your team wants. Often just by being heard, problems can go away and people really make a big turnaround. 
 
    
 
   You must be the emotional manager of your office - not your assistant, not the new hotshot you just hired. In a family, parents must be the emotional managers or chaos rules the home. In your business, you must wear that mantel, albeit reluctantly at times. It’s part of your leadership role and power. Hone it, as well as your reactions to external events, and you’ll see the culture around you shift to the positive. 
 
    
 
   Jim Collins points out in Good to Great: When in doubt, don’t hire – keep looking. You can’t grow revenues consistently faster than your ability to get enough of the right people to implement that growth and still become a great company. So unless candidates for the open position have that can-do attitude and are a strong fit for your company in who they are – don’t hire them. The skills can be taught; the and-then-some positive attitude cannot. 
 
    
 
   “The prerequisite is attitude. Attitude is the one thing we can’t change in employees. You’ve got a good attitude or you don’t. Given adequate ability and desire to learn, everything else can be taught to employees with good attitudes. I have tried many times to teach good attitudes and have come to the conclusion it is about as easy as making a mud fence.” 
 
    
 
   A negative attitude will pull you down and with it your professional results. A positive attitude will pull you over the rough spots and energize you to lift your results to new heights – to match your vision. Whether you need an attitude adjustment a couple of times a day, once a week or only occasionally, never forget that your attitude determines your altitude. Don’t let outside people or events bring yours down.
 
    
 
  
 
  



Chapter 21 - Conquering Fear
 
    
 
   People live every day in fear.  Fear of losing their wealth, fear of losing their loved ones, fear of making the wrong decisions, fear of being themselves, fear of growing up, fear of making a commitment.  The list goes on and on.
 
    
 
   The leading cause of people not fulfilling their dreams is NOT the fear of failure but the fear of success! The fear of actually accomplishing what they set out to do. The fear of living life to the fullest may have paralysed you. This will cause you to never really try in your business, or if you do try, to sabotage your efforts so you never have to face your fear of success.
 
    
 
   Most people live their lives in the grip of this fear and they aren’t even aware that it has control over them!  The fear is the one thing that can turn your dreams of financial freedom, loving relationships, and a fulfilling and significant life into a pattern of habits including procrastination, self-sabotage and other bad habits.
 
    
 
   Fear is the main problem in most of people life. The two questions you need to answer to conquer your fear are:  
 
    
 
   1. Which fear has the most control over your behaviour?  Is it the fear of failure, the fear of rejection, the fear of success, or is it all of them?
 
    
 
   2. How do I interrupt the bad habits that I have developed as a means of protection from this fear?  How do I interrupt the programming I have within me?
 
    
 
   These are the two most significant questions when it comes to overcoming your fears.  If you can answer these two questions, your life will forever change.
 
    
 
   The reality of fear is that it is human and is a part of life.  It’s not going to go away.  Some fear is even healthy!  It is a gift given to you to keep you safe and bring you closer to your creator.
 
    
 
   Every person is born with three instinctive fears. These are: fear of falling, fear of loud noises, and fear of abandonment. These three fears were given to you to help you monitor what is going on around you. Think about it; it is fear that gives you the adrenaline rush that makes you escape from a situation that is really, truly unsafe.  It also gives you the same rush that causes you to fight to win.
 
    
 
   So what caused the gift of fear to be the number one problem in society today?  Why do people let fear control their actions, beliefs and lives?  The answer is the difference between reacting to fear and acting in fear. It has everything to do with your belief system.
 
    
 
   Children typically react instinctively to fear, which is appropriate behaviour at this age.  Most adults don't make the distinction between reacting to fear, as when they were a child, and acting with their intellect when dealing with fear. 
 
    
 
   People react instinctively to fear by either denying it or running away from it.  They miss the power that comes from acting with their intellect, never allowing the fear to become the gift it was intended to be.  Learn to act with your intellect by exposing your true fears and the beliefs they represent and free yourself so you can move on with all you are meant to do, have and become.
 
    
 
    
 
  
 
  


 
 
   
   For more books by Lucas Cunningham 
 
   Please click on below links!
 
    
 
   How to Achieve Success In Your Life: Click HERE
 
    
 
   Self-Esteem – Improve & Change Your Life Journey Now: Click HERE
 
    
 
   The Power Guide – Achieve Personal Success & Results: Click HERE
 
    
 
   
  
 

Other Recommended Readings By Sara Wellington:
 
    
 
   Simple Happiness Starts Now: Click HERE
 
    
 
   Self-confidence: Click HERE
 
    
 
   What Matters Most: Click HERE
 
    
 
   Have A Satisfying Sex Life: Click HERE
 
    
 
   Law Of Attraction (How To Manifest & Make It Work For You): Click HERE
 
    
 
   
  
 

DECLUTTER: Destress & Free Yourself Now: Click HERE
 
    
 
   
  
 

Inspire: Start The Journey Towards Your Happiness, Dreams & Desires: Click HERE
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