Day 5–Module 23

CRITICAL LEADERSHIP SKILLS AND BUILDING A WINNING TEAM 

OPENING:

Isn’t it strange? 

That princes and kings 

and clowns that caper in sawdust rings

and humble folk like you and me – 

are the builders of our country’s eternity. 

To each is given a bag of tools, 

a shapeless mask, and a book of rules. 

And each must build or our country is gone, 

a stumbling block or a stepping stone. 

Isn’t it strange? 

That princes and kings 

and clowns that caper in sawdust rings

and humble folk like you and me – 

are the builders of our country’s eternity.

I’ve got a message in this module about critical leadership and team-building skills.

Understanding Participants’ Needs

Participants need inspiration as they leave to go back to a week’s worth of backed-up work. 


General Ideas

Remember to increase your energy and enthusiasm as you get ready to send the group home from your final day. 

Module Introduction/Transition

We’ve covered a lot of material and information in five days, and all of it is essential to our success. Knowing what we know can be enhanced though by an understanding of the six keys to effective people leadership. 
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Objectives

· To introduce the six keys to effective people leadership

· To compare organizational leaders to people leaders

Thinking Behind the Page

First-line supervisors are more people leaders then organization leaders --more people leaders. The box on this page gives us a chance to compare one to the other. 

Teaching Tips

· Talk participants through each bullet, from left to right. For example, organizational leaders have external focus, but people leaders have internal focus. Continue this for the entire page. 

PowerPoint

· Yes

Transition

Let's take a closer look at each of the keys for people leaders. 
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Objective

· To further define the six keys to effective people leadership 

Thinking Behind the Page

On the previous page, we introduced the six keys. On this page, we get to discuss them in detail.

Activities

Read each key and the following sentence or paragraph to participants. Stop after each one to discuss their thoughts and comments.

Transition

As we embrace the six keys, we must also embrace the development model to succeed with our staff.
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Objective

· To introduce the development model

Thinking Behind the Page

This model shows how we incorporate learning into our daily experience. Supervisors may use this knowledge to the advantage of their teams. 

PowerPoint

· Yes
Transition

How can we tie this development model into something we've already learned? For example, establishing goals.
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Objectives

· To give supervisors another look at keeping historical information on their team

· To recognize that planning will help us in establishing and learning goals

Teaching Tips

· Have participants try this thinking of one of their employees. 

PowerPoint

· Yes

Transition

All plans change, so don't forget to give your team freedom to make mistakes.  
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Objectives

· To emphasize that your team will make mistakes

· To prepare adjustments to leave thinking of teamwork

Thinking Behind the Page

It's time to begin to inspire supervisors to go back to their workplace and succeed, applying the principles that they've learned all week.

Teaching Tips

· Get the group to start talking about mistakes and the role that mistakes play in our long-term success. 

· Remind the group that Post-it® notes came from a failed glue—one that wouldn't dry.

PowerPoint

· Yes

Transition

Let's continue our discussion of team by talking about skills, qualities, and attributes of the best teams.
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Objectives

· To share an easy-to-remember acronym for TEAM

· To discuss the attributes of winning teams

Thinking Behind the Page

As you end your five days, this is an opportunity to inspire supervisors as John Wooden inspired college basketball players.

Teaching Tips

· This is a good place to begin discussing how participants are going to take techniques and strategies they’ve learned this week back into their workplace and apply them for success.

Transition

Let's conclude this module by talking about your legacy.
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Objective

· To conclude our modules with an inspiration

Teaching Tips

· Read, talk, or discuss this page in whatever way you feel comfortable.

Page 23–9

Turn to page 23–9, and, for each category, please make a commitment of something that you will start doing and . . . something you will stop doing. Consider tearing out the pages from the end of each day—page 5–10, 9–10, 13–13, 18–10, and this one, 23–9. By putting them all together, you will have a personal blueprint for your return to the workplace. 

Page 23–10 End-of-Course Quiz

	T
	F
	

	
	
	1.
The A in IRA (remembering names) stands for “ask.”

	
	
	2.
Your attitude is one of the four keys to establishing rapport.

	
	
	3.
The number one priority in the Air Force is getting results.

	
	
	4.
Supervisory guidelines: It is irrelevant what your boss likes or dislikes.

	
	
	5.
As a supervisor your loyalty to subordinates is not a high priority.

	
	
	6.
Paired return is one method of prioritizing your projects and tasks.

	
	
	7.
The average drop-in visitor requires 15 minutes of your time before you are back on track.

	
	
	8.
The average unplanned outbound business call lasts seven minutes.

	
	
	9.
The three components of communication are listening, thinking, and speaking.

	
	
	10.
The “magic formula” is a system to determine work allocation.

	
	
	11.
Kinesthetic people often make statements like “looks good to me,” “I see what you’re saying..”

	
	
	12.
Goal setting is a one-off event or an occasional occupation.

	
	
	13.
The biggest battle in goal setting is the decision to set goals.

	
	
	14.
Workgroup plans/goals will help you with individual performance plans.

	
	
	15.
The objective of performance planning is to focus on continually improving your team.

	
	
	16.
Development commitments require employees to take responsibility for assessing their strengths and weaknesses.

	
	
	17.
In communication the words contain 38 percent of the message.

	
	
	18.
There are two questions to ask in order to determine communication styles: they are open/closed and indirect/direct?

	
	
	19.
Direct people are slower to make decisions and often ask questions.

	
	
	20.
The Chinese pictograph for listening includes the symbol for ears, eyes and hands.

	
	
	21.
When you listen to the intent of the speaker, you are listening for the “why” rather than the “what.”

	
	
	22.
Without active listening, your reaction to others will be dependent on long-term emotional filters.

	
	
	23.
Paraphrasing eliminates the need for the speaker to clarify any misunderstanding.

	
	
	24.
Your mind and body are not part of the same system.

	
	
	25.
Your body language accounts for less than one-half of what other people respond to and make assumptions about.

	
	
	26.
You should continually analyze the personality of your team.

	
	
	27.
Involving the team in goal setting is one way to boost morale.

	
	
	28.
Being a mentor requires careful planning.

	
	
	29.
Constructive feedback solves problems by itself.

	
	
	30.
If an employee is rewarded for poor performance you should remove positive consequences.

	
	
	31.
In dealing with people you have three options: fight, acquiesce, or ask for a mediator.

	
	
	32.
When confronting someone you should use “you” statements.

	
	
	33.
Gripers and complainers are often driven by the need to get it right—by perfection—and become frustrated by imperfection.

	
	
	34.
If another person approaches you negatively you should begin to write down what they say.

	
	
	35.
You should narrow your conflict negotiations down to a single issue as quickly as possible.

	
	
	36.
The three key elements of negotiating conflict are information, time, and power.

	
	
	37.
WAP stands for a management technique called Walking Around Purposefully.

	
	
	38.
Delegation is the assignment to another person of the formal authority and responsibility for carrying out specific activities.

	
	
	39.
In Who Moved My Cheese? One of the seven principles is Change Happens: They keep moving the cheese.

	
	
	40.
The voyage of diversity discovery is not in finding new horizons or landscapes, but in having new eyes.

	
	
	41.
Harassment is the declaration of intent to insfict injury.

	
	
	42.
Stating the problem as a question is not one of the approaches to problem solving.

	
	
	43.
If there are internal or regional requirements for return on investment that information should become part of the decision making process.

	
	
	44.
Stress is anything that stimulates you and increases your level of alertness.

	
	
	45.
You should apologize whenever you have to say “no.”

	
	
	46.
When working on training content, you should write your closure before you write your opening.

	
	
	47.
Effective leaders practice matching a person’s strengths to the situation.

	
	
	48.
Even the best people need motivating.

	
	
	49.
A team is a group of people working in harmony while conducting their activities.

	
	
	50.
There are five keys to being an effective leader of people.


End-of-Course Quiz

1. The A in IRA (remembering names) stands for “ask.” F page 2–2

2. Your attitude is one of the four keys to establishing rapport. T page 2–6

3. The number one priority in the Air Force is getting results. T page 3–3

4. Supervisory guidelines: It is irrelevant what your boss likes or dislikes. F page 3–4

5. As a supervisor your loyalty to subordinates is not a high priority. F page 3–7

6. Paired return is one method of prioritizing your projects and tasks. F  page 4–4

7. The average drop-in visitor requires 15 minutes of your time before you are back on track. T page 4–9

8. The average unplanned outbound business call lasts seven minutes. F page 4–10

9. The three components of communication are listening, thinking, and speaking. T page 5–2

10. The “magic formula” is a system to determine work allocation. F page 5–7

11. Kinesthetic people often make statements like “looks good to me,” “I see what you’re saying..” F page 6–6

12. Goal setting is a one-off event or an occasional occupation. F page 7–6

13.The biggest battle in goal setting is the decision to set goals. T page 7–9

14. Workgroup plans/goals will help you with individual performance plans. T page 8–3

15. The objective of performance planning is to focus on continually improving your team. F page 8–5

16.Development commitments require employees to take responsibility for assessing their strengths and weaknesses. T page 8–7

17. In communication the words contain 38 percent of the message. F page 9–3

18. There are two questions to ask in order to determine communication styles: they are open/closed and indirect/direct? T page 9–5

19. Direct people are slower to make decisions and often ask questions. F page 9–7

20. The Chinese pictograph for listening includes the symbol for ears, eyes and hands. F page 10–3

21. When you listen to the intent of the speaker, you are listening for the “why” rather than the “what.” T page 10–5

22. Without active listening, your reaction to others will be dependent on long-term emotional filters. T page 10–7

23. Paraphrasing eliminates the need for the speaker to clarify any misunderstanding. F page 10–10

24. Your mind and body are not part of the same system. F page 11–5

25. Your body language accounts for less than one-half of what other people respond to and make assumptions about. F page 11–7

26. You should continually analyze the personality of your team. T page 12–2

27. Involving the team in goal setting is one way to boost morale. T page 12–5

28. Being a mentor requires careful planning. T page 12–8

29. Constructive feedback solves problems by itself. F page 13–3

30. If an employee is rewarded for poor performance you should remove positive consequences. T page 13–8    

31. In dealing with people you have three options: fight, acquiesce, or ask for a mediator. F page 14–4

32. When confronting someone you should use “you” statements. F page 14–5

33. Gripers and complainers are often driven by the need to get it right—by perfection—and become frustrated by imperfection. T page 14–8

34. If another person approaches you negatively you should begin to write down what they say. T page 14–11

35. You should narrow your conflict negotiations down to a single issue as quickly as possible. F page 15–2

36. The three key elements of negotiating conflict are information, time, and power. T page 15–3

37. WAP stands for a management technique called Walking Around Purposefully. F page 15–5

38. Delegation is the assignment to another person of the formal authority and responsibility for carrying out specific activities. T page 16–2

39. In Who Moved My Cheese? One of the seven principles is Change Happens: They keep moving the cheese. T page 17–7

40. The voyage of diversity discovery is not in finding new horizons or landscapes, but in having new eyes. T page 18–9

41. Harassment is the declaration of intent to insfict injury. F page 19–3

42. Stating the problem as a question is not one of the approaches to problem solving. F page 20–4

43. If there are internal or regional requirements for return on investment that information should become part of the decision making process. T page 20–8

44. Stress is anything that stimulates you and increases your level of alertness. T page 21–2

45. You should apologize whenever you have to say “no.” T page 21–5

46.When working on training content, you should write your closure before you write your opening. T page 22–3

47. Effective leaders practice matching a person’s strengths to the situation. T page 23–3

48.  Even the best people need motivating. T page 23–3

49.  A team is a group of people working in harmony while conducting their activities. F page 23–6

50.  There are five keys to being an effective leader of people. F pages 23–2,3,8

Close the day with a reminder to look at PowerPoint slide #32. Remind participants that this is the focus; this is the picture of what they support, and this should be their focus when they return. Then ask them to pack their belongings as you distribute evaluations (If none are available, ask for liked best/next time feedback, or create your own.).

After evaluations have been completed: 

CLOSE: Story—Butch O’Hare—Chicago O’Hare airport is named for him. He was a fighter pilot during WWII, assigned to an aircraft carrier in the Pacific. He with his flying squadron were on a mission, flew off the carrier, and after they had gone some distance, he realized that the crew had not topped off his fuel. Because of the distance of the mission he was not going to be able to make it there and back. He radioed his squadron leader, told his dilemma, and the leader reluctantly said, “You don’t have a choice, go back.” He dropped out of formation and headed back. On his way back he saw something that caused his blood to chill—there was a squadron of enemy planes who evidently had intercepted a message that all the planes assigned to that carrier were gone—leaving that carrier a sitting duck for an enemy attack. He could lay back and hope that there was a carrier left when they were finished that he could land on OR he could do something noble—he could engage in a suicide mission. That’s what he decided to do knowing that it would probably cost him his life. He maneuvered behind the enemy and opened fire. He took out as many as he could. They fired back . . . it was one more air fight. When he ran out of ammunition he had already taken down a few of their planes but there were more left. So he took his own plane and tried to ram it into an enemy plane—maybe knock off a wing or a tailfin . . . anything. Knowing that he would go down himself, that this would kill him, that it would cost him his life. But he so utterly confused the enemy that suddenly they pulled away, regrouped, and headed home. He said that he couldn’t believe it—out of ammunition, just sort of vibrating in the air . . . and as he looked ahead he could see the carrier. He made it in and landed. Told his story and no one would believe him. They wouldn’t have believed it today except there was a camera in the aircraft that captured the whole event. He risked his life, and it was a miracle that he lived. He put his life on the line for noble purposes.

Here’s another story—ever hear of easy Eddie? He was a lawyer. What a name? He was a good lawyer, an effective one. The kind you would want if you were in trouble. He was Al Capone’s lawyer. He knew every loophole in the book. Al Capone would show up in court and Easy Eddie would know some precedent, some law, some loophole, and Al Capone would smile and walk out of the courtroom one more time. Easy Eddie was paid well for this. He had a house that took up a whole block, it was gated and guarded, and he had everything you could ever want except for a good name to pass on to his son and the credibility to teach his son the difference between right and wrong. Looking at his young son one day, he realized that he could give him wealth . . . but if he couldn’t give him the courage to be moral and stand for righteousness no matter what, he would die a sad man. Easy Eddie made a tough decision—he turned state’s evidence, and it was his testimony that put Al Capone behind bars. He paid a price for it too . . . he was found shot dead six months later on a dead end street. He didn’t live to see his son raised, but his son lived to see and understand values and principles. He saw his father’s example of what it means to stand for right and to do it no matter the cost . . . and in case you haven’t figured it out—Butch O’Hare, Chicago airport Butch O’Hare, pilot hero Butch O’Hare—was Easy Eddie’s son.

People like you and me . . . living in a time when CEOs and CFOs and managers—even front-line people—have shown that they are capable of taking the easy way out. That in the daily choices that we make—in the daily grind of life—we have the ability and opportunity to positively affect future leaders that will cause them to be company and world changers in the next generation. 

Isn’t it strange? That princes and kings and clowns that caper in sawdust rings . . . and humble folk like you and me—are the builders of our country’s eternity!










Objectives of this module are to:





Know the six keys to effective people leadership; and 


Conclude the course. 
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