YourCompany Induction and Personal Development System...


YourCompany
Induction Checklist
and 
Ongoing Personal Development Systems


This document is intended as a working document for you to use with each Direct Report (DR).

One copy is used by the Manager and another concurrently used by the DR for recording what’s been introduced during their induction.

Then, these same documents are to be used as an ongoing training index during the first six months of each Direct Report’s (DRs) engagement with YourCompany .  

The platform for this ongoing personal development would (primarily) be via the PDMs.  

Before engaging anyone it is normal practice to have them read Michael E. Gerber’s book “The E-Myth Revisited” (or one of his vertical books).  

The Point of View underpinning ALL of Michael Gerber’s books/ works is embedded within the business development processes and systems used within YourCompany, so it's imperative that at every opportunity confirmation is attained ensuring we are all “on-the-same-page”.



Induction Check List


[   ] 1. Read: “The E-Myth Revisited” (or Vertical Gerber Book), by Michael E. Gerber

[   ] 2. Contract of Engagement (or Employment Agreement)

[   ]  3.  Core Principles: (The E-Myth) Point of View

[   ]  4.  House of Business Development

[   ]  5.  Statement of Strategic Intent 

[   ]   6.  Quantification

[   ]  7.  Company-wide Standards

[   ]  8.  Organisation Chart

[   ]  9.  Job Agreement(s)

[   ]   10. Company-wide Business Development Meetings 

[   ]   11. Personal Development Meetings  

[   ]   12. Systemic Thinking 

[   ]   13. Maslow’s Hierarchy of Needs 

[   ]   14. Core Purpose 

[   ]   15. Personality Profile

[   ]   16. Business Development Mantras

[   ]   17. Working in (small) Groups

[   ]   18. Essential Leadership Skills

[   ] 1. Read: “The E-Myth Revisited” (or Vertical Gerber Book), by Michael E. Gerber

Ideally, before an Engagement (Employment) Agreement is signed, the (prospective) team member/ employee is to have completed the following activities…

1.1  Read the “E-Myth Revisited” or one of Michael E. Gerber’s ‘vertical market’ books, 

and then

1.2  Discuss with the Humane Resource Manager (or employing manager), the essence and context of what they’ve just read in the book, and what came up for them.  If the prospective team member/ employee is enthusiastic and positive about this read, history says you can confidently expect that they will absolutely love working in this business.  

The Point of View underpinning ALL of Michael Gerber’s books/ works is embedded within the business development processes and systems within YourCompany .






In YourCompany we engage our people to achieve results in nominated areas of the business’s operations.

Throughout YourCompany we apply the management philosophy of “Management by Agreement”  and then “Management by Exception”.

As a part of the engagement process both parties are expected to read, understand and agree by signature under witness precisely what it is that's expected of each party.  This is clearly spelled out in the Contract of Engagement and in even more detail in the associated Job Agreement(s).


[   ] 2. Contract of Engagement (or Employment Agreement)

It would be expected that a contract of engagement (or an employment agreement) be signed off between the prospective team member and the business, detailing all the requirements of engagement promised to and by each party – including each of the following three activities…
1. how the two parties come together; 
2. what is expected of each party whilst they are together (e.g. including attend BDMs and PDMs and be accountable for the results within the standards that their Job Agreements detail); and 
3. how the two parties will part.  

The parties to this agreement agree to exclusively adopt and abide by the management methodology of “Management by Agreement; and then by Exception” together with the policy of “promotion from with-in” as a preference.

This engagement (employment) agreement would clearly indicate that the type of work and the results expected from that work will be clearly defined in “Job Agreements”.  

The Job Agreement(s) first assigned to the new team member/ employee may be referred to in their engagement/ employment agreement.  Also, it would be clearly noted and agreed in their agreement that from time-to-time, and at the express and future agreement of both parties, the team member/ employee is likely to pass-over some Job Agreements, and take-on others.

The contract of engagement (aka employment agreement) would detail the payroll and leave entitlements accrued (to be paid/received), and any other specific details that may be required by national, state/ territory, or local law, professional/ commercial/ trade association, or any other appropriate and/or applicable party.  

As a requirement of active and continuous engagement (employment) within YourCompany , each and every team member has willingly agreed to learn, understand and adopt/ apply/ use the following business and personal development tools (skills/ processes/ systems/ strategies), as appropriate and as listed in this document in their daily activities within YourCompany .




Personal Development Check List

This 16 step Personal Development Check List begins at ‘step 3’ of this document, and is the follow-on from the team member’s induction.  It will likely be referred to during the induction so as familiarity and consistency lead the way into the weekly PDMs and the ongoing development of each team member.

Check Progress Box System

There are check boxes throughout this document…  

1. understanding 
The [   ]  check box next to each of the topic ID numbers is to be checked as completed when the topic has been introduced to the Direct Report and their Manager has clear indication of the DRs level of comprehension and understanding.

2. application 
The [   ]  “learn-do” check boxes within each topic are to be checked as the Direct Report achieves understanding and are able to clearly demonstrate their constant application of that topic in their daily activities within YourCompany .   Success in the application of each of these benchmarks is the culture at YourCompany .

3. responsible 
The [   ]  “teach” check boxes within each topic are to be checked for the Direct Report to rise and become a Manager and become responsible for their own DRs to achieve success in each of these benchmarks.

It would be expected that all topics included in this document would be completed (checked) by each and every DR in YourCompany at the “learn-do” status within six months of their engagement/ introduction to the Principle of Business Development.



[   ]  3.  Core Principles: (The E-Myth) Point of View

The Five Core Principles of YourCompany Point of View are…

3.1 More Life! Where the business serves the people within, not vice-versa.

3.2 The Law of Objectivisation – where the business is apart from its’ people, not a part of its’ people – the business is NOT you: you are NOT the business. The business is apart from you and has its own identity.

3.3 Work ON the business, not just IN the business; doing appropriate ‘Strategic’ (ON) work as well as the regular ‘Tactical’ (IN) work.

3.4 Systemisation – where, in a system-dependent environment, the people work the systems; understanding and accepting that while the business requires and depends on its’ people, the business is NOT dependent on expert people. 

3.5 Principle of Business Development – where there is an underlying system through which the ongoing development of the business continually serves its primary influencers (employees, customers, suppliers, lenders, and all other stakeholders) better than any other competitor business.  The never-ending cycle of business development involves “Innovation”, “Quantification” and “Orchestration”.

So you might ask, what's this all mean? ...

Orchestration is - this is the way we do it here at YourCompany , the same way every time without choice or discretion and until innovation improves it.

OK, so what activates innovation? ... 
Innovation is activated by Quantification.

Quantification is putting numbers to everything we can count, and assessing everything else in YourCompany . We quantify everything we do in YourCompany and compare the results we achieve against the expectation – the budget/ blueprint/ plan/ industry standard/ our standard/ guess/ requirement/ command or demand/ history/ whatever the outcome is we are attempting to achieve – and compare the difference.  If there's a positive or negative variation of (say) 15% (my number) or more, then bells will ring, whistles will blow, sirens will sound calling your attention to this specific issue.  And that's where innovation starts.

Innovation is if there is no system, create one; and where there is a system, audit it step by step (sub-system by sub-system) until you have identified the ‘sub-system’ requiring attention; understanding innovation is not just fixing something that's broken - it's fixing it and making it even more effective!

Well that begs the final question… 

What's a system? ...

A system is a documented set of steps or processes, that when followed will achieve a desired outcome.

	At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, then
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to  
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	



[   ]  4.  House of Business Development

	This introduces the steps of ongoing business development, fully supporting the Principle of Business Development.  In the House of Business Development we have the ‘Front-of-House’, the ‘Gauge Room’, the ’Nutty Professor’s Lair’ and the ‘Systems and Training Annex’. 

The extra-ordinary business muscle YourCompany flexes is maintained by all people (including employees, sub-contractors, contractors, consultants and professional service providers) continuously playing inside the House of Business Development.

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	



[   ]  5.  Statement of Strategic Intent 

FS Topic 01-0200 Strategic Intent

Begin with the end in mind… including the 5 Strategic Elements…
5.1 Strategic Positioning
5.2 Strategic Differentiation
5.3 Business Model
5.4 Business Norms
5.5 Business Goals

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	



[   ]   6.  Quantification

FS Topic 02-0600 Quantifying Your Business Top to Bottom

	Within YourCompany we quantify everything possible… this means that we measure what can be counted, and we assess everything else.  We NEVER guess!  This provides the business with the input to the “Quantification” part of the Business Development Cycle.

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	



[   ]  7.  Company-wide Standards

	There are standards, benchmarks, plans, budgets, expectations, norms, and parameters surrounding everything we do, and there are a number of these that are applicable to every position, every system and every person involved in the activities of the business.  We call these “Company-wide Standards”.  Each employee, sub-contractor, contractor, consultant and professional service provider will agree to work within these standards at all times.  

Beyond the Company-wide Standards, there are Job Specific Standards and System Specific Standards.  These specific standards will be defined clearly inside the documentation of each Job Agreement and each System. 

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	



[   ]  8.  Organisation Chart

FS Topic 02-0500 Business Organisation

	YourCompany is organised in logical groups of common parts and is presented in the form of a chart or an organisational map.  At a glance of this chart, anyone can see simply how all the parts fit together, and where what they do is, and how it aligns with every-other part.  We call this the Organisational Chart – it’s our structural roadmap.  

It shows our business is system-dependent and not people-dependent.  

Positions in YourCompany are not moulded around expert (or otherwise) people; specifically sourced people are identified to fulfil a pre-determined job on the Organisational Chart… and that job is defined in the Job Agreement.

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	



[   ]  9.  Job Agreements

FS Topic 05-0300 Job Agreements

	Every named position shown on the Organisational Chart represents a selection of associated tasks.  Together, those tasks form the parts of a job.  For each ‘job’ there is a ‘system’ within which the owner(s) of that job work.  We call that system a “Job Agreement”.

There are five integral parts of a Job Agreement, and they are…
9.1 Job Name
9.2 Job Results
9.3 Job Specific Standards
9.4 Job Authorities and Prohibitions
9.5 Job Tasks

Job Agreements are recognised as a formal part of engagement/ employment; as agreed by the employer and employee in each and every Employment Contract and contract of engagement.  The Job Agreement is the cornerstone of our management philosophy and policy of “Management by Agreement”, and then “Manage by Exception”.  

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	



[   ]   10. Company-wide Business Development Meetings 

FS Topic 03-0200 Company Meetings

	We call these monthly meetings Business Development Meetings (BDMs). They are held every month – 12 times each year, and their duration is for 55 minutes (+/- 5 minutes).  All team members are expected to attend every meeting – attendance is mandatory, and attendance is a part of the contract of engagement.  

There is a comprehensive and informational agenda delivered under the auspice of the CEO.  Knowledge dispels fear, and meetings are the most efficient and effective means of communication to pass on that knowledge.  

It’s in the BDMs that we are all ‘bought up-to-speed’ with what’s happening in YourCompany .  Each BDM we look at what business development processes have been concluded since last BDM; what activities are still Work In Progress; and what business development processes are likely to begin between this and the next BDM.  It’s the way everyone in YourCompany is kept current in all business development and strategic matters.

If a member of the team is away through business or leave, it is expected they will join in live via telephone or video conference, or watch/ listen to a recording of the BDM ASAP.



[   ]   11. Personal Development Meetings  

FS Topic 03-0100 Full Spectrum Supervision

	We call these weekly meetings PDMs.  They go for 20 minutes (+/- 10 minutes), and every team member will meet with their nominated manager for the duration – attendance is mandatory, and is a part of the contract of engagement.

There is a comprehensive and effective agenda that guides the meeting flow.  Knowledge dispels fear, and these meetings are the most efficient and effective means of one-to-one communication to identify issues before they become noticeable or larger problems.  

If a team member is travelling away for business, they will be expected to join in live via telephone or video conference at their nominated meeting time, or at a time that they and their reporting manager agree.  

If a team member is away for planned leave, then there will be a meeting scheduled for the day before their leave is scheduled; and if their leave is not scheduled, then communication will be as soon as practical.

In all cases of being ‘away’, every employee will meet with their reporting manager the day of their return to work – to check-in, and then meet again that same week to get back into their sequence of regular meeting cycle.

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	



[   ]   12. Systemic Thinking 

FS Topic 02-0100 System-First Problem Solving

	The state we are in at any time influences the way we think; the way we think influences the way we act; and the way we act determines the results we achieve!  

YourCompany has adopted a time-proven thinking system (for us each to be at cause), replacing our ‘normal’ non-system thinking where we would otherwise re-act (or be in effect); to act is to be in control, whereas to re-act is to not have control.  

We call it the “System First Problem Solving” system, and this is the standard way all YourCompany team members think and act… thus taking control of the results you achieve in all facets of your life.

The more we practice this process, the easier and more unconscious it becomes, when then it’s second nature.  That anxious/ anger/ frustrated ‘knot’ in your gut (solar plexus) will be gone forever – at work, at home and at play!

This is a personal development system you and your nominated reporting manager will work on ‘off-the-break’ in your PDMs.  Enjoy! And Here’s to More Life!

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	



[   ]   13. Maslow’s Hierarchy of Needs 

	The Late Abraham Maslow identified a hierarchy of human needs.  There are five levels, starting at the basic survival needs, and transcending through the next four levels toward Self Actualisation.  It is assumed that most people in our culture would easily be at Level Three – but, are they?

13.1 Biological and Physiological needs 
- basic life needs - air, food, drink, shelter, warmth, sex, sleep, etc.
13.2 Safety needs 
- protection, security, order, law, limits, stability, etc.
13.3 Belongingness and Love needs 
- family, affection, relationships, work group, etc.
13.4 Esteem needs 
- achievement, status, responsibility, reputation
13. 5 Self-actualization 
- personal growth and fulfilment

Your nominated reporting manager will introduce and expand your awareness of this process in your PDMs, and as a result your awareness of your own needs, those of your family and those of your workmates will be magnified.

This thought process and understanding enhances your ability to connect with and communicate even more effectively with your family, friends, workmates and associates.

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	



[   ]   14. Core Purpose 

FS Topic 01-0100  Core Purpose
FS Topic 01-0101 Core Purpose Workbook

	This personal development process – we call it Core Purpose (Michael Gerber calls it your Primary Aim) – is the system we use to elicit the steps you need to take to achieve Self Actualisation (Maslow).  There are many other names used by others to describe similar results, however to achieve a state of Self Actualisation, first you need to start with the end in mind… and that’s exactly what Core Purpose achieves.  

Your nominated reporting manager will introduce and expand your awareness of this process in your PDMs, and as a result you will achieve the knowledge required to Be… to strive towards achieving Self Actualisation.

This thought process and understanding enhances your ability to connect with your self even more effectively.  This is all about YOU!

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	




[   ]   15. Personality Profile

What Makes People Tick

	Every one of us have a personality that is individual and unique.  However, there are systems available to track major personality traits that are common threads between us all.  Essentially, these systems allow you to find out what makes people tick and they’ve been proven to be way more than 85% accurate in more than 85% of cases!

The system we’ve been using since the mid-nineteen-eighties is introduced in a book written by Des Hunt, and he calls it (simply) “What Makes People Tick”.

“What Makes People Tick” introduces the four primary personality types via very easy to remember  Bird Profiles – Peacock, Dove, Eagle and Owl.

15.1 Peacock 
(Motivated by Popularity and Applause). 
Wants to be recognised, thanked and applauded for who they are and what they can do.  Wants to be the centre of attention.

15.2 Dove 
(Motivated by the Security of Belonging).  
Wants to be a supportive part of a group.  Wants to be appreciated as an important member of the team.  Wants friendship and approval.  Wants to be loved.

15.3 Owl 
(Motivated by the Security of facts and systems). 
Wants to work and live within structures and laid down procedures.  Wants to be right.

15.4 Eagle 
(Motivated by Authority and Power).  
Wants to have the control and the freedom to get results.  Wants to be the boss.

There are many other similar systems available to access, yet ‘we’ve found that the way Des Hunt describes personalities – and yours in particular – makes it so simple to understand, and to apply – to remember.

To understand one’s Personality Profile, is to understand how to connect even more effectively with self – and with others… your family, your friends, your work mates, and even with your boss! 

Des Hunt talks about ‘square’ pegs in ‘round’ holes… and the goal with this profiling tool is to place people into jobs that they feel comfortable, productive and happy doing.

The pegs represent the YourCompany team members, and the holes represent the Job Agreements listed on the YourCompany Organisation Chart.  It’s our intention of aligning the best people for each Job listed on the Organisation Chart - the map of YourCompany .

It would be normal practice to complete a personality profile assessment at the time of contracting YourCompany and the team member – or as soon as practical after that time.

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	


[   ]   16. Business Development Mantras

	Throughout the process of building a business – we call that process Business Development – we have developed a wealth of mantras, or sayings.

One of the first is “You can NEVER over drill the basics””
And, there are many more, including and not limited to… 

“If it’s not written, it’s not real”

“Learn, Do, Teach”	

“Teach from the Top, Down”

“Plan from the Bottom, Up”

“Innovation, Quantification, and Orchestration”

“The Stakeholders DIRECT the CEO;  
    The CEO LEADS the managers; 
      The managers ORGANISE the people; 
        The people WORK the systems; 
          The systems RUN the business; 
            The business SERVES the customers; and, 
 The customers PROVIDE the lifeblood to all”

“If it is to be it is up to me”

“Become a Gap Analyst” and Quantification helps us do this.

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	




[   ]   17. Working in (small) Groups

	Working alone – sole trader – single employee, or with just one or two other people mostly tends to work, although many say it’s hard work!  

However, to work in a small business, or in a small department of a large business, is to work in a small group – and communication has to be at its’ best for this to be anywhere near effective.  

Emotions can run high!  People leave! It’s very easy for mayhem to take-over!

Keys to avoid all of this, and more – to achieve successful long-term relationships through effective communication – are to adapt all of the benchmarks in this document, and to work closely with your nominated reporting manager in your weekly PDMs.

Leadership is an acquired skill – which means it can be learned!  And that’s how we become exemplary leaders.

First, let’s take a quick look at the words “leader,” and “effective.”  

A leader is anyone in a position to shape the future.  A manager is a leader, among other things.  A politician is a leader.  An artist can be a leader.  Anyone who has a formal or informal position in an organisation, a society, a club, a team, a gang, or any other grouping of people, is a leader.  You don’t have to have a position to be a leader.  Gandhi had no formal position, yet he was one of the most influential leaders in history.

Reading this you are probably thinking something like this:  “I once had a boss who was a total jerk.  How could you call him a leader?”  

The answer is this: He was a leader by virtue of his position in the organisation – every manager is a leader.  However, he was clearly a lousy leader.  He was not effective.

Effective means successful.  

And there are degrees of effectiveness, just as there are degrees of success.  

The underpinnings of effective leadership includes four essential capabilities.  

If the four essential leadership capabilities are underdeveloped in you, you don’t have a chance at successful leadership.  

If they’re somewhat developed, you have a shot at some degree of success, and if they’re fully developed, your chances are excellent.

Leadership infers empowerment of others, and it’s interesting and a bit counterintuitive.  

Doesn’t empowerment mean to give away power to others, and let them manage themselves?  

That’s exactly what it means, and strangely, in the right situations, empowerment of others can be an extremely effective way to motivate and influence a workforce.  

It works like this.  Trust begets trust.  

If you demonstrate your trust in others, as would be the case when you allow workers to manage themselves in self-managed teams, they want to show you that they deserve that trust, and if you’re clear and fair about the results and behaviour you want from them, they’ll work hard to earn and increase the trust.  

Also, because they have to cooperate among themselves, a team culture emerges in which peer pressure and the expectations of the group exert a powerful influence on the behaviour of the members of the team.  

There’s more to it, but you can see that, by carefully designing the structure of the team and its work standards, the dynamics of the team itself will give the leader greater influence (while seeming to be hands-off) than the traditional boss-subordinate arrangement.

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
	




[   ]   18. Essential Leadership Skills

FS Topic 01-0130 Essential Leadership Skills

	There are four essential leadership skills required for everyone in business to know about, and then, specifically for managers of Direct Reports to use and apply in their every-day lives.  If a manager’s Direct Report was very aware of these four essential capabilities, it will make the manager’s task of leading that much easier.

These four essential leadership capabilities are…

16.1 Commitment to Purpose 

16.2 Strategic Thinking

16.3 Right Action

16.4 Motivational Influence

Your nominated reporting manager will introduce and expand your awareness on each of these skills in your PDMs, and as a result you will achieve the knowledge and skills (with practice) required to lead others… to become a dynamic leader.

At YourCompany , we apply the mantra “Learn-Do-Teach” from the Top-Down. This education methodology is our company-wide standard to achieve fluent and consistent development to...
(1) Teach - pass this tool from your manger through to yourself, 
(2) Learn-Do - give you sufficient resource to practice and perfect using this tool, and then, as a manager to 
(3) Teach - pass this tool from you to your Direct Reports, where they learn and do as you have. 

[   ]   Learn-Do - It would be expected for you to achieve fluency and become practiced in the use of this process you would xxxx

[   ]   Teach - And then it would be expected for you to teach this process you would xxxx
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