USAF Supervisor’s Course

Day 1–Module 2

PEOPLE POWER
Understanding Participants’ Needs

Many new supervisors are so focused on what they need to know, what they will be accountable for, and determining what type situation they have inherited that they fail to focus on others. This is often a mistake for supervisors and can cause resentment among the team. 

General Ideas

Prepare examples of people (and supervisors) that have good people skills. Intersperse these examples throughout the module.


Module Introduction

How many of you can remember a face but not a name? 

How about a name but never the face?

Have any of you actually avoided someone because you couldn’t remember his or her name? 

Or, have you ever failed to introduce a colleague to a person you’ve “run into” because you couldn’t remember the person’s name?

Reference Page 2-2 of the Participant’s Workbook

As instructor, state your name and then ask others to begin one at a time doing the same. After two or three have done so, write 
I – Impression (take a close look at the person for distinguishing features)

R – Repetition (repeat the name, once or twice in conversation, then again mentally)

A – Association (associate with a familiar person or something)

Using a flip chart, briefly explain what these letters mean and ask the class to concentrate on gaining an impression of the person and repeating (as a group) the person’s name. Have the first two or three participants begin again. This time, after they say their name clearly, you should lead the class in repeating the name. This must go quickly in order for you to stay on time. 

Next, give the class an association for your name. Make it an easy way to remember you. This could be a rhyme, a silly mental picture, and so forth. 

In the TRY IT! box, have class members pair off and help each other come up with an association for their name. Example:


Name: Barry Pruitt


Association: You arrive home and a huge berry bush has grown over your front door. You cannot get in. You call from a neighbor’s house (or cell phone) for help. Help (Barry Pruitt) arrives and jumps out of the car and with a huge set of hedge clippers begins to “prune it.” The berry bush that is (use your arms and exaggerate as if cutting a bush). Berry bush and prune it. The name was Barry Pruitt!

Transition

After they have practiced with partners, have them turn to  page 2-3 and complete the assignment to help them gain additional related experience
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Developing Courage Objectives

· Help participants become comfortable in the class

· Give them reasons to improve their ability to get along with others

· Help them organize their thinking for speaking

Thinking Behind the Page

Most new supervisors need confidence and courage in their ability to lead others. This page helps break the ice and introduces them to the idea of developing likeability to improve their skills. Remember, being liked does not replace the need to be loyal to the organization and doing our duty.  

Teaching Tips

Set this up by following the five steps and talking about yourself. Then, allow time for each participant to do the same. NOTE: If you have a large group and are worried about timing, have them form and introduce themselves in small groups or to their table-group only. 

Activities

Have each person answer the five questions. 

Example/Quote

· Have you noticed how the greatest politicians, whether you agree with them or not, have an ability to connect with people?  Although it may be a natural skill for them, each of us can improve our skills in becoming likeable by applying proven techniques.

Overheads/PowerPoint

· Yes

Transition

We’ve had a chance to meet some of our fellow supervisors and you understand that likeability is important. You may be surprised, though, at how quickly you need to establish likeability. How quickly you ask? Let me answer on the next page. 
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Objectives

· To further discuss the importance of developing rapport

· To further enhance the skills for developing rapport

Thinking Behind the Page

Many supervisors waste valuable time by not building rapport quickly with those they interact with and often do not consciously think about what they can do to build rapport with others. This page helps. 

Teaching Tips

This page is self-explanatory. We recommend you ask participants for comments. 

Activities

Have each group elect a leader for the day and charge the leader with coming up with a group list at the bottom of page 2–4. Once they have their list, debrief the entire group. Write these on a flip chart paper and display it on the wall or other place where all participants can see it.

Overheads/PowerPoint

· Yes

Transition

You’ve shared some great ideas on building rapport. Let me now share with you some proven approaches to creating positive first impressions. 
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Objective

· To comprehend the importance of first impressions in establishing rapport 

Thinking Behind the Page

To give participants quick ideas for controlling the first impressions that they create.

Teaching Tips and Activities

Open
Open is posture and approach to others. Have participants give you ideas of how to do this. Expect to hear things like:

· No crossing of body limbs

· Hands out of pockets

· Face towards the other person

Eye
Others will give you tips/clues of how  hard it is for them to make and/or maintain eye contact. How? By looking away when they’ve had enough! Make sure that you honor the clues.

Beam/Hi
When we meet others we should share our enthusiastic energy with them through our body and facial expressions – nonverbal.  . An activity is to have participants slap their hands together and then say “hi!” After doing this a couple of times, have them just “beam” when they say “hi!” without slapping of hands. You should still be able to feel the energy.

Lean: When meeting others you show interest subconsciously by leaning forward. We want to make this a conscious part of our first impression. Note: the lean should be slightly forward.

Remember the Handshake
A firm handshake is preferable but not a vise grip. Don’t overdo the grip with men or women. With women, don’t under do the grip . . . too little firmness in the handshake will not help your credibility.

Transition

Now we know how to manage the “meeting” part of first impressions. Now let’s look at part two. 
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Objective

· To add to participant knowledge of building rapport

Thinking Behind the Page

Participants often need to know the “why” of establishing rapport, and, once they do will want to know the “how.” This page should give them the why and how. 

Activities

Have participants discuss (by table) how they could use these four keys in a positive way. Then debrief the entire group.

1. Your attitude: Discuss what affects the impression that others get from our attitude.

2. Your ability to “synchronize” body and voice: We like people that are like us. If you stand, sit, hold yourself, or have mannerisms similar to the other person then you are probably in “synch” bodily. If you use the same words, similar voice inflection, pausing, and pacing…you are probably in “synch” in voice.

3. Your conversation skills: You might ask, “Have you ever felt uncomfortable around someone else?” “Have you ever felt very comfortable around someone within a matter of moments?” Besides the other rapport-building skills we’ve covered, conversation skills are one of the important skills necessary for building rapport. Remember to ask open-ended questions, talk about and ask questions about the other person, and focus on their interests. If you’re shy about starting the conversation and are at a gathering, here are two ideas: (1) Station yourself near the food and talk to those who come by; (2) Station yourself near light (a window for example) and stand with your back to it (do not look out the window but rather back in to the room). People are attracted to light and food so either suggestion should help you meet others.

4. An ability to discover their primary sense: of learning that is. Pay attention to whether they use words like, “I see what you mean,” I can’t picture what you’re talking about,” or things like, “It doesn’t feel right,” “I have a bad feeling about this,” and so forth. These are clues that may indicate a primary sense of learning.

Overheads/PowerPoint

· Yes
Transition

This module was about People Power; let’s recap what we’ve covered. 
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Besides the listed questions, check any others you deem necessary.

1. When remembering names, what do the letters I-R-A stand for?  

Image

Repetition

Association

2. What are the three parts to connecting with other people?

a. Meeting

b. Establishing rapport

c. Communicating

3. List the four keys to establishing rapport:

a. Attitude

b. Ability to synchronize body and voice

c. Conversation skills

d. Ability to discover one’s primary sense

Objectives of this module are to:





Learn simple techniques to remember names in any situation;


Practice name-memory techniques;


Learn how to begin building rapport; and


Know the steps to making a positive first impression.





Upon completion you will be able to:





Remember names; and


Build rapport with others.
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