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Leadership Competency Model

Visioning

Decisive Judgment
Championing Change

Relationship Management

Driving For Results

Planning And Organizing

Managing Others

Influencing And Persuading

Coaching And Developing Others

Motivating Others

Business Acumen

Courage Of Convictions

Integrity

Continuous Learning

Written Communication

Presentation Skills

Identifying long-term goals and championing the implementation of different
or alternative ideas.

Making good decisions in a timely and confident manner.
Taking action to support and implement change initiatives effectively.

Developing and maintaining positive relationships with individuals outside
their work group.

Challenging, pushing the organization and themselves to excel and achieve.

Effectively organizing and planning work according to organizational needs
by defining objectives and anticipating needs and priorities.

Directing and leading others to accomplish organizational goals and
objectives.

Convincing others to adopt a course of action.

Advising, assisting, mentoring and providing feedback to others to
encourage and inspire the development of work-related competencies and
long-term career growth.

Inspiring others to perform well by actively conveying enthusiasm and a
passion for doing a good job.

Understanding general business and financial concepts, understanding the
company's business, and using both general and specific knowledge to be
effective.

Having the personal courage to address difficult issues in the face of
potential opposition.

Upholding a high standard of fairness and ethics in everyday words and
actions.

Striving to expand knowledge and refine skills through education and
training. Inspiring others to develop and refine knowledge and skills relevant
to their work.

Having the skills to communicate to others in a written format.

Having the skills to effectively communicate to an audience in a formal
setting.
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Leadership Competency Model
Your Summary Competency Ratings

Key: | =All mi=Middle50% ¥ =self(18) =Boss(15) [l=Peer(55) W =DirRpt(33) “%= Other (46)

Competency: Average Score By Group Tl %
1 2 3 4 5 1 2 3 4 5

Visioning | 4.12 A 10 | 11
Decisive Judgment | 4.09 2 12 | 22
Championing Change | 4.07 5 13 | 33
Relationship Management I— 4.39 H— 2 | 6
Driving For Results I— 4.28 & 4 | 6
Planning And Organizing | 3.88 15 | 72
Managing Others | 4.09 11 | 11
Influencing And Persuading | 4.14 9 11
Coaching And Developing Others I — 4.24 6 17
Motivating Others | 4.1 1 | 17
Business Acumen | 3.95 14 | 39
Courage Of Convictions I — 4.19 8 22
Integrity I— 4.42 10
Continuous Learning I— 4.32 3 6
Written Communication 1— 4.26 5 | 28
Presentation Skills I— 4.23 7 6

Tl This column shows the rank order of scores on each competency starting with "1" as the highest
possible score.

% Percent of participants receiving a development suggestion for this competency.
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COMPETENCY RESULTS

Relative Competency Rank

16/ 15|/14|13||12|/11/[10] 9 ||8 | 7|6 | 54| 3 2|1

Low..... ..l High
Strongly Disagree =1 ... Strongly Agree =5
Competency Score
Visioning Group 1 2 3 4 5 Score
e - . . All i 4.12
Identifying long-term goals and championing the implementation
of different or alternative ideas. Self I 399
People who are competent at visioning generate creative and Boss = 4.12
strategic solutions that can be successfully implemented. They —
think in innovative ways and support similar thinking in others. Peer = 4.29
They challenge and push the organization to constantly improve DirRpt 7 4.08
and grow.
Other 3 4,01
All Self Boss Peer DirRptOther
Averages 1 2 3 4 5 I * @ 0O V %
Thinks in innovative and creative ways G |, 4.12 3.78 4.07 4.38 4.28 4.07
Views tactical problems or initiatives from a broad
perspective and emphasizes solutions that support strategic T 4.15 4.06 4.2 4.29 4.12 4.07
objectives
Generates new ideas/solutions that can be successfully T
implemented WH—  4.13 4.17 4.21 4.38 4.03 3.86
Challenges and pushes the organization to constantly
improve and grow W 4.15 4.06 4.27 4.29 4.06 4.09
Identifies long-term, future goals for the organization and/or E
the department o 3.91 3.62 3.93 4.08 4.1 3.79
Champions his/her ideas to successful implementation T3——  4.06 4.11 4.21 4.16 3.93 3.88
Supports and champions the strategic initiatives of others T—  4.19 4.11 4.08 4.35 4.07 4.35
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Relative Competency Rank

16/ 15|/14|13||12|/11|/10/ 9 ||8 | 7|6 | 54| 3 2|1

Strongly Disagree =1 ... Strongly Agree =5

Competency Score
o Group 1 2 3 4 5 Score
Decisive Judgment
Al i 4.09
Making good decisions in a timely and confident manner. Self | 3.04
People who display this competency make sound decisions with Boss = 3.96
conviction and in a timely manner. After they have considered —
alternatives and possible consequences, they can decide upon a Peer = 4.24
course of action and assume responsibility for their decisions. DirRpt 7 417
Other 4.07
All Self Boss Peer DirRptOther
Averages 1 4 5 I * @ O V %
Takes personal responsibility for making decisions = 4.35 4.44 4.07 4.39 4.45 4.36
Wisely considers alternatives and possible consequences I 407 3.72 42 432 4 412
Makes good decisions I 4.08 3.83 4.07 4.34 4.12 4.05
Decides in a timely manner s 3.96 3.83 3.93 4.12 4.12 3.82
Decides with conviction and does not second guess the
decision without very good new information A 3.93 3.78 3.71 4.13 4.09 391
Confidently takes action based on his/her decisions 4 414 4 407 431 4.15 4.18
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COMPETENCY RESULTS

Relative Competency Rank

16/ 15|/14||13}/12/|11|{10| 9 ||8 | 7|6 | 54| 3 2|1

Low..... ..l High
Strongly Disagree =1 ... Strongly Agree =5
Competency Score
Championing Change Group 1 2 3 4 5 Score
All i 4.07
Taking action to support and implement change initiatives .
effectively. Self 1 4.02
. . . Boss = 3.9
People who display this competency actively lead change efforts
through their words as well as their actions. They build the support Peer = 4.29
of those affected by the change initiative and take personal
responsibility to ensure that changes are successfully implemented. DirRpt ' 3.98
Other -2 4.04
All Self Boss Peer DirRptOther
Averages 1 2 3 5 I * @ 0O V %

Accepts change openly and willingly 4.09 394 414 429 4 4.05

Readily adapts and adjusts to new or changing
circumstances

4.15 4.06 4.21 4.32 4.09 4.09

Is willing to change the way he/she works by adopting new
methods, processes, etc.

407 406 4 421 397 4.1

Anticipates the need for change 3.89 3.65 3.86 4.23 3.9 3.79

Actively promotes change initiatives in his/her group or the
organization as a whole

4.14 4.24 3.92 4.22 4.26 4.05

Assumes personal responsibility to see that necessary
change is adopted and effectively implemented

411 412 414 433 3.74 4.23
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COMPETENCY RESULTS

Relative Competency Rank

16/[15/14/13][12][11][10] o[8[ 7|6 [ 5 ][4/ 3][2] 2

Low..... ..l High
Strongly Disagree =1 ... Strongly Agree =5
Competency Score
Relationship Management
Group 1 2 3 4 5 Score
Developing and maintaining positive relationships with individuals All i 4.39
outside their work group.
Self I 4.24
People who are competent at rel_ation_ship management agtively Boss & 4.38
seek opportunities to build relationships important to their
business. They are in frequent contact with internal or external Peer = 452
customers to assure satisfaction. They consider how their actions
or decisions may impact other groups or departments and work DirRpt ' 4.41
collaboratively to accomplish work goals. )
Other ’ 4.36

All  Self Boss Peer DirRptOther

Averages 1 2 3 4 1 @ 0O V %

5
Values relationships within, across and outside the T
organization

451 4.28 453 4.62 4.47 4.63

Actively builds and maintains relationships that support e o
business goals

4.35 4.06 4.27 4.53 4.47 4.41

Personalizes work relationships to facilitate smooth
operations

4.37 433 4.47 4.47 4.33 4.25

E—
Allocates time and effort to understanding and meeting the S

. 4,34 444 433 4.48 425 4.2
needs of internal or external customers

Displays good social skills HE— 4.38 4.11 4.33 4.65 4.42 4.37
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COMPETENCY RESULTS

Relative Competency Rank

16/[15/[14](13][12][11][10] o[8[ 7|6 [ 5|[4][3 ] 2] 2

Low..... ..l High
Strongly Disagree =1 ... Strongly Agree =5
Competency Score
Driving For Results Grouwp 12 3 4 5 Score
All i 4.28
Challenging, pushing the organization and themselves to excel and
achieve. Self | 4.19
. . . . Boss & 4.21
People who exhibit a drive for results establish or help establish
objectives and contribute to their accomplishment. They assume Peer = 4.41
personal responsibility for the success of the organization and
persist, even when faced with obstacles, to achieve results. DirRpt 2 4.29
Other 5 4.29

All  Self Boss Peer DirRptOther
Averages 1 2 3 4 5 | # © O V %

Challenges self and the organization to set high oy

expectations i 419 424 393 43 424 423

Sets or helps to set appropriate goals and objectives = 408 4 3.87 431 4.09 4.12
Exerts the personal effort and hard work to a;::siﬁ\l/tz B— 45 439 4.6 454 444 452
Does not give up easily, persists WE— 436 4.24 447 4.46 421 4.44

Overcomes obstacles to achieve results T 422 417 421 436 4.16 4.23

Achieves results F— 43 4.12 429 445 431 434
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COMPETENCY RESULTS

Relative Competency Rank

1614131211109 gll7llellsllallzl2]1

Low..... ..l High
Strongly Disagree =1 ... Strongly Agree =5
Competency Score
Planning And Organizing Group 1 2 3 4 5 Score

. - . . All i 3.88
Effectively organizing and planning work according to

organizational needs by defining objectives and anticipating needs Self | 369
and priorities.

Boss = 3.67
People who are competent at planning and organizing efficiently —
manage their time and the time of others and effectively handle Peer = 4.09
multiple demands and competing deadlines. They identify goals, Di =
. . . irRpt i 3.99
develop plans, estimate time frames and monitor progress.
Other =5 3.88

All  Self Boss Peer DirRptOther
Averages 1 2 3 4 5 I % © 0O V %

Sets realistic goals and manages progress toward goal o
completion it 39 383 357 42 391 397
Identifies and uses good processes and procedures for
managing work #H—— 3.84 359 3.64 4.13 3.97 3.86
Develops contingency plans in anticipation of possible S
obstacles e 3.71 3.72 35 4.09 3.68 3.56
Effectively manages his/her own time fd—— 386 3.56 3.8 4.18 4.07 3.69
Effectively manages the time of others e 3.79 3.44 345 4.11 3.93 4.03
Effectively manages multiple projects, demands and o
competing deadlines = (T 401 389 3.8 4.23 4.18 3.98
Consistently attains goals because of his/her planning and SR 385 3.71 357 411 3.96 3.88

organizing abilities
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COMPETENCY RESULTS

Relative Competency Rank

1615141312109 gll7llellsllallzl2]1

Low..... ..l High
Strongly Disagree =1 ... Strongly Agree =5
Competency Score
Managing Others Group 1 2 3 4 5 Score
All i 4.09
Directing and leading others to accomplish organizational goals |
and objectives. Self I 3.96
. . . . Boss & 4.01
People who display this competency effectively manage and direct
the activities of others. They work through other people to Peer = 4.15
accomplish objectives, and they encourage performance through
motivation and feedback. They hold people accountable. DirRpt =2 4.13
Other 5 4.14

All Self Boss Peer DirRptOther
Averages 1 2 3 4 5 I % © O V %
Has a desire to lead or direct others and exerts the effort to gg MR 3.96 3.83 3.67 4.12 4.09 4.09
Inspires others to perform by setting a good example of hard
work and a willingness to extend him/herself to meet i i 4.31 4.28 4.33 4.31 4.24 4.38
objectives
Knows the strengths and weaknesses of each of the members [
of his/her group g 4.14 3.94 42 421 43 4.07
Sensibly delegates and assigns tasks to others according to
their capacities = 3.98 3.94 3.78 4.08 3.97 4.15
Is fair and objective and does not play favorites 7 4.01 3.82 3.91 3.98 4.16 4.19
Educates, trains and otherwise prepares his/her people to be
effective in their jobs feE 4.1 3.83 4.09 4.37 3.97 4.24
Holds others accountable for results and responsibly councils,
reprimands or takes other necessary action when others do = 3.78 3.88 3.33 3.82 3.93 3.93
not perform at the level of their capability
Assumes personal responsibility for the success or failure of
his/her group, collectively and individually L 421 428 4.18 4.24 4.21 4.15
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COMPETENCY RESULTS

Relative Competency Rank

16151413121110E8 7le6llsllall3]2]1

Low..... ..l High
Strongly Disagree =1 ... Strongly Agree =5

Competency Score

) ] Group 1 2 3 4 5 Score
Influencing And Persuading

Al I 414
Convincing others to adopt a course of action. Self : 4.03
People who display this competency influence others without Boss = 4.06

being excessively aggressive or pushy. They understand their —
audience and modify their method of persuasion accordingly. They Peer = 434
are confident and do not give up easily. DirRpt 7 411
Other =5 4,05

All  Self Boss Peer DirRptOther
Averages 1 2 3 4 5 1 % © 0O V %
Has ideas, points of view or desired outcomes that he/she
wants others to adopt 419 411 42 43 421 414
Does his/her homework and develops the information Pet awal 417 4 3.93 4.44 432 4.16
necessary to support his/her position = : : : : :
Attempts to understand his/her audience and adapt his/her |
message to fit the audience L= 4.14 4.06 4.07 4.45 4.06 4.09
Picks those issues most important and persists on these L
until his/her objectives are met = 402 394 4 423 4 392
Cedes on less important issues in order to maximize e ]
his/her influence on important issues BH 3.86 3.76 3.86 4.19 3.79 3.71
Has the courage or strength of purpose to want to corcl)\t/rl]r;(; ey 43 444 44 438 4.09 4.16
Effectively persuades and influences others i 401 389 4 4.27 3.94 3.96
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Relative Competency Rank

16)15/[14//13/[12][11]/10| 9 | 8 7|E|5 4321

Coaching And Developing Others

Strongly Disagree =1

Strongly Agree =5

Competency Score

Group 1 2 3 4 5 Score
Advising, assisting, mentoring and providing feedback to others to All i 4.24
encourage and inspire the development of work-related |
competencies and long-term career growth. Self 1 4.06
. . ) i ) Boss 3 4.17
People who display this competency are sincerely interested in the
development and success of others. They provide honest feedback Peer — 4.47
and guidance in a supportive manner and assist others in meeting
individual goals and challenges. In all, they are positive, objective DirRpt >4 4.2
and fair.
Other 4.33
All  Self Boss Peer DirRptOther
Averages 1 2 4 5 I * © 0O V %
Has valuable knowledge or experience worth sharing in a
coaching role Fd— 439 433 4.27 454 438 4.43
Demonstrates a sincere interest in the development and
SUccess of others “HH— 449 439 457 451 43 4.68
Conveys high expectations for others ! 422 406 4.23 4.48 419 4.12
Regularly provides others with helpful gmdanr;ea\z;\ir;g TAE— 418 4 4 448 403 441
Helps others find opportunities to grow T 417 406 417 437 4 425
Gives objective and truthful feedback and opinions i 425 411 429 445 4.12 4.26
Is supportive il — 45 4.28 446 4.63 4.48 4.65
Is not overly critical or condescending Eil— 413 3.44 429 433 4.19 4.42
Consistently grows and develops the people around FEE 402 3.82 3.82 437 3.94 413

him/her
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COMPETENCY RESULTS

Relative Competency Rank

1615141312109 gll7llellsllallzl2]1

Low..... ..l High
Strongly Disagree =1 ... Strongly Agree =5
Competency Score
Group 1 2 3 4 5 Score
Motivating Others Al i 41
. . . _ Self I 4.06
Inspiring others to perform well by actively conveying enthusiasm
and a passion for doing a good job. Boss = 3.92
; ; e Peer H 4.28
People who display this competency encourage and inspire others. = :
DirRpt = 3.99
Other 5 413

All  Self Boss Peer DirRptOther
Averages 1 2 3 4 5 1 * @ 0O V %

Displays a personal passion and seIf-motivatiE(‘)tnattciigﬁr;‘:\l;rg| SH— 439 433 421 4.49 4.45 4.47

Places a high value on creating and maintaini'ng high levels I 407 418 3.93 4.26 3.85 4.16
of passion and enthusiasm in others

Adapts his/her motivational style to fit different people o 3.76 3.72 3.67 4.13 3.45 3.83

Generates enthusiasm and passion in most or all of the 5 397 3.88 3.85 412 3.91 4.12

people with whom he/she works
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COMPETENCY RESULTS

Relative Competency Rank

1615131211109 gll7llellsllallzl2]1

Low..... ..l High
Strongly Disagree =1 ... Strongly Agree =5
Competency Score
Business Acumen* Group 1 2 3 4 5 Score

. . . . Al i 3.95
Understanding general business and financial concepts, '

understanding the company's business, and using both general and Self | 355
specific knowledge to be effective.

Boss = 3.65
People who display this competency will have a good —
understanding of general business and financial concepts. They are Peer = 4.21
effective at using this knowledge to understand important business Di =
. . irRpt 7 4.26
issues related to their work.

Other 5 3.93

All Self Boss Peer DirRptOther
Averages 1 2 3 4 5 I % & O V %

Has an excellent understanding of general business concepts {=i5F——  4.06 3.72 3.86 4.29 4.39 4.05

Effectively applies his/her ger_1era| busmes; knpwledggto t_he o 411 4 4 423 428 4.06
issues faced in this organization

Has an excellent understanding of general accounting and el e 3.6 2.94 3.22 415 4.04 3.67

financial concepts

Applies his/her understanding of general business,
accounting and financial concepts well to the issues faced in S 3.84 3.53 3.55 4.21 4.12 3.77
this organization
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Relative Competency Rank

16/15/[14//13[12]/11/[10 97 654321

Courage Of Convictions*

Having the personal courage to address difficult issues in the face
of potential opposition.

People who display this competency place a high importance on
addressing the difficult issues. They are willing to say and do what
they think is right, even when others around them have a different
perspective.

Strongly Disagree =1 ... Strongly Agree =5

Competency Score
Group 1 2 3 4 5 Score
All i 4.19
Self I 3.94
Boss = 4.18
Peer = 4.46
DirRpt s 4.18
Other 5 417

Averages 1 2

Is willing to stand up for issues/positions he/she strongly

All Self Boss Peer DirRptOther
4 5 I * @ 0O V %

believes in, even in the face of dissent or unfavorable
consequences

4.29 4.33 4.27 4.52 4.21 4.12

Is not intimidated by criticism or opposing views

Is willing to say and do what he/she thinks is right, even when

T —
F— 4 3.44 407 431 3.97 42
£

others have a different perspective

4.23 4.12 4.21 4.44 4.24 4.14
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COMPETENCY RESULTS

Relative Competency Rank

16](15/14 13][12][11][10] o [ 8 ][ 7|6 |5 ][4/ 3] 2][1]

Low..... .. High
Strongly Disagree =1 ... Strongly Agree =5
Competency Score
Integrity* Group 1 2 3 4 5 Score
) . . L Al i 4.42
Upholding a high standard of fairness and ethics in everyday words
and actions. Self | 4.35
People who display this competency conscientiously and reliably Boss = 4.29
behave in an ethical and honest manner in their dealings with —
management, peers, direct reports and customers. They are fair in Peer = 455
thc_elr expectations of others and behave toward others with equal DirRpt 7 444
fairness.
Other 5 4.45
All  Self Boss Peer DirRptOther
Averages 1 2 3 4 5 I * @ 0O V %
Is ethical and honest in all his/her business dealings ¥+ 465 4.67 4.6 4.75 4.67 457
Is ethical and honest in all his/her dealings with people SF1  4.63 4.67 453 4.74 459 4.64
Is fair in his/her expectations of others 2k 2 4.29 411 4.15 4.46 4.31 4.39
Holds him/herself to a high standard and will do what is right iw
in spite of the consequences for him/herself 448 45 45 454 428 4.56
Does not promise that which he/she cannot deliver =R 417 3.83 4 4.48 429 4.26
Delivers what he/she has promised fF9— 428 4.06 4.2 452 4.39 4.22
Is worthy of the personal trust of others SF1— 455 4.61 447 465 45 452
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Relative Competency Rank

16/15/[14//13][12][11]/10/[ 9 |/ 8| 7|6 | B 42 1

Strongly Disagree =1 ... Strongly Agree =5

Competency Score
Continuous Learning* Group 1 2 3 4 5 Score
- . . . All i 432
Striving to expand knowledge and refine skills through education
and training. Inspiring others to develop and refine knowledge and Self I 4.33
skills relevant to their work.
Boss = 4.2
People who display this competency always strive to improve their —
knowledge, understanding, abilities and skills throughout their Peer = 451
working lives. Through their example or by direct encouragement, DirRpt 7z 435
they also inspire others to be lifelong learners. '
Other 4.17
All  Self Boss Peer DirRptOther
Averages 1 2 4 5 1 * @ O V %
Is eager to learn new things fEl—  4.46 4.67 4.33 456 4.41 4.32
Regularly exerts the effort to learn new skills or abilities, .
develop new or improved knowledge, etc. Hd— 431 435 413 455 43 421
Regularly attends training programs, completes formal P
school coursework or other similar educational programs S 413 3.94 38 435 4.26 431
Seeks out and learns from mentors and other knowledgeable
people in the organization = 425 4.17 4.43 4.43 4.12 4.14
Takes, or is willing to take, the jobs and assignments that will SR
prepare him/her for future advancement 4.28 4.39 4.08 4.55 431 4.07
Inspires and encourages others to learn and grow TH— 434 4.44 425 45 425 4.23

throughout their work life
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Relative Competency Rank

16|/15|14|13|/12||11|(10|/9 || 8| 7 | 6||5) 4| 32| 1

Written Communication*
Having the skills to communicate to others in a written format.

People who are competent in written communication are able to
organize and articulate their thoughts well in formal and informal
writings. They adjust their message, vocabulary and form of
writing to best speak to their audience.

Strongly Disagree =1 Strongly Agree =5

Competency Score
Group 1 2 3 4 5 Score
All i 4.26
Self I 4.05
Boss = 4.12
Peer = 4.44
DirRpt L 4.37
Other 5 4.24

Averages 1 2

Is able to organize and articulate his/her thoughts well in

All  Self Boss Peer DirRptOther
4 5 I * @ O V %

informal writings

Is able to organize and articulate his/her thoughts well in

L 424 4.06 4.14 4.38 4.38 4.23

formal writings

Uses good grammar, spelling and sentence construction in

A — 426 4 407 4.48 447 43

formal and informal writings

Adjusts his/her message, vocabulary and form of writing to

BFd— 431 418 42 447 45 421

best speak to the audience

HT— 429 4 423 441 447 4.32
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Relative Competency Rank

16//15/[14//13/[12][11] 10 9 86 5/all3]2]1

Presentation Skills*

Having the skills to effectively communicate to an audience in a
formal setting.

People who display this competency are able to organize and
articulate their thoughts and ideas clearly. They use visual
presentation tools to deliver information in a straightforward and
logical way. They prepare well, adjust their message to their
audience, and deliver smoothly.

Strongly Disagree =1 ... Strongly Agree =5

Competency Score
Group 1 2 3 4 5 Score
All i 4.23
Self I 3.89
Boss = 4.15
Peer = 45
DirRpt = 4.44
Other 3 4.22

Averages 1 2

Is able to organize and articulate his/her thoughts and

All  Self Boss Peer DirRptOther
4 5 1 * @ 0O V %

ideas clearly

Uses visual presentation tools to deliver information in a

EfA—  4.33 3.94 4.27 457 458 4.27

straight-forward and logical way

¥ 421 4 4 463 419 423

Is well prepared before he/she presents

Presents a mix of broad issues and detail appropriate for

s 424 3.89 4.2 451 4.25 4.38

the audience

i 411 3.88 3.93 4.26 4.29 4.21

Delivers smoothly

T 428 3.78 4.21 4.46 4.67 4.29

Engages the audience

iE— 421 389 4 452 448 4.15
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DEVELOPMENT SUGGESTIONS

Listed below are the competencies ranked in order of highest to lowest scores. For your reference each of the
development suggestions has been printed on the following pages. For sample purposes only one developmental
suggestion is shown.

1. Integrity - 0%
2. Relationship Management - 6%
3. Continuous Learning - 6%
4. Driving For Results - 6%
5.  Written Communication - 28%
6. Coaching And Developing Others - 17%
7. Presentation Skills - 6%
8. Courage Of Convictions - 22%
9. Influencing And Persuading - 11%
10. Visioning - 11%
11. Managing Others - 11%
12. Motivating Others - 17%
13. Decisive Judgment - 22%
14. Championing Change - 33%
15. Business Acumen - 39%
16. Planning And Organizing - 72%
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DEVELOPMENT SUGGESTIONS

Planning And Organizing

You can be more productive and efficient by effectively planning and organizing your work. Many talented and
motivated people fail to reach their potential because of poor planning ability. Fortunately, planning and organizing are
specific skills that can be learned.

You may be considering this suggestion because others rated you in need of improvement. Or, you may feel that you
would be more successful if you improved in this area. In either case, the following general tips can help you improve
your planning and organizing skills. The resources listed at the end of this section provide a broader array of tools,
methods and ideas.

Identify your target

There will always be many things to do and many demands upon your time and energy. To be effective, you must be able
to distinguish the truly important from the potentially distracting. You must define those results you wish to obtain above
all else. As you define these objectives, remember that good goals are:

e Specific. Set goals that are specific rather than general. For example, a specific goal like "increase production by
10%" is more effective than a general goal like "do your best."

e Public. Let your manager and coworkers know and understand your goals, key milestones and progress to
attainment. They will be more likely to support your efforts.

e Participative. Involve others - your manager, coworkers, and key customers - in setting your goals. Their input
will help you prioritize your work and encourage them to support your goal attainment.

e Challenging, but attainable. In general, higher goals lead to
higher results. However, do not set unrealistic goals. When
goals are truly unattainable, they lose their motivational effect
and are more often a source of frustration rather than superior
effort.

e Measurable. Progress to goal achievement should be
measurable by objective standards and regular progress
feedback should be available to all people involved. Progress
feedback is an important motivator for most people and will
reinforce the achievement of milestones and ultimate
objectives.

Practice good task triage

Plan your time
Triage is a concept from medicine. It is a system of
. i assigning priorities of medical treatment on the
Once you have defined your goals, try to plan your time around these basis of urgency and severity of symptoms. By

objectives. Here are a few tips to help you stay focused and avoid inference, in a broader context, it is assigning

distractions. priority to tasks based on a quick assessment of
their importance and urgency rather than the order
in which they are presented. Practice good time

e Review your priorities at the start of each workday. Give management by making conscious triage decisions
precedence to activities and tasks that support your goal by about which tasks you work on and when.
working on them first.

e When evaluating your daily workload, try to distinguish importance from urgency. Be careful not to spend too
much of your time on matters that are urgent, but not very important. Likewise, dedicate some time each week to
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tasks that are important even if they are not urgent right now. Try to delegate less important tasks, regardless of
their urgency, whenever possible.

o Discipline yourself to have "focus time." Focus time is a period of time you set aside to concentrate all your
efforts on accomplishing your goal. Minimize distractions during your focus time by shutting your door, not
answering emails, and letting your calls go to voice mail. Try to devote at least 1 - 2 hours of focus time each day
to your primary goal or priority.

o ldentify "time wasters" by keeping a daily log. Write down all your activities in 15-minute increments for a 1 or 2
week period. Note how much time you spend on high priority activities versus low priority tasks. Brainstorm
strategies to eliminate the typical distractions and time wasters that you identified.

e While you are focusing on top priority tasks, create a "holding list" for other issues or tasks that present
themselves. Maintain your focus on your top priority task and use the holding list to remind you of important tasks
that you will need to do later.

e If you enjoy variety in your work, create "mini-goals" for your projects and switch to another project once that
mini-goal is complete. Stay focused on each project for a specific period or until a milestone is met.

e Purchase and use a personal organizer. There are a variety of excellent personal organizers available today, both
paper- and electronic-based. Make a habit of recording all appointments, tasks, due dates and priorities in your
personal organizer.

Organize your resources

e Daily "to do" files can help organize your daily resources in much the way that "to do" lists help you organize
your daily tasks. Create a set of 31 separate folders, one for each day of the month. Put the resources and
supporting materials for each day's tasks in the appropriate folder. If a task is delayed or incomplete, simply move
its resources forward to the next day's folder.

e Some people rely on visual cues to remember tasks and responsibilities. As a result, their work areas are covered
with piles of materials and reminder notes. As an alternative, consider using a dry erase board to remind you of
the tasks that you need to complete. Color code tasks based on importance and file materials using the same color-
coding system so they are easily accessible.

e Practice the "touch it once" principle. Every paper, email, or document that comes across your desk should be
dealt with only once. Respond to it, file it and create an accompanying task to deal with it later, or discard it.

e Increasingly, many work resources are stored in electronic form. Thus, organizing computer files and emails has
become imperative for the modern professional. Organize your computer files by project, customer, or some other
job-specific method. Avoid lumping all your documents in a single file, or in files separated by software
application.

e Organize email files in a similar manner to other electronic documents. Many emails can be responded to quickly
and discarded. For those that you need to keep, put them in separate computer folders or sub-folders according to
topic (i.e. project, customer, etc.). Avoid letting emails pile up in your inbox.

e Despite your best intentions, a certain amount of outdated paper and electronic files will accumulate. Schedule
some time each month or quarter to clean-out papers, emails, and other electronic documents that are no longer
needed. Either archive or discard these documents.

@ Books

Plan Your Work/Work Your Plan: Secrets for More Productive Planning James R. Sherman, Jim Sherman and Tony Hicks. Overview
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The Personal Efficiency Program: How to Get Organized to Do More Work in Less Time, 2nd Edition Kerry Gleeson. Overview

How to Be Organized in Spite of Yourself: Time and Space Management That Works With Your Personal Style Sunny Schlenger
and Roberta Roesch. Overview

Time Management from the Inside Out: The Foolproof System for Taking Control of Your Schedule and Your Life (2000) Julie
Morgenstern. Overview

Make Success Measurable!: A Mindbook-Workbook for Setting Goals and Taking Action (1999) Douglas K. Smith. Overview

Leading for Innovation and Organizing For Results (2001) Frances Hesselbein, Marshall Goldsmith, lain Somerville (Editors).
Overview

Managing the Unknowable: Strategic Boundaries between Order and Chaos in Organizations (1992) Ralph D. Stacey. Overview

-l Multimedia

Harvard ManageMentor on Managing Your Time Harvard Business Online. Overview

How to Manage Multiple Projects & Meet Deadlines Fred Pryor Seminars & CareerTrack. Overview

Juggling Multiple Priorities National Technological University. Overview

Organizing and Managing Your Time National Technological University. Overview

Harvard ManageMentor Module: Setting Goals Harvard Business Online. Overview

Turning Goals into Results: The Power of Catalytic Mechanisms Harvard Business School. Overview

Managing Business Process Flows (1999) Ravi Anupindi, Sunil Chopra, Sudhakar D. Deshmukh, Jan A. Van Mieghem, Eitan Zemel,
Jan Van Mieghem. Overview

Putting Real Options to Work to Improve Project Planning Harvard Business Online. Overview

Planning in Professional Service Firms Harvard Business Online. Overview

@ On-line Learning

Taking Control of Your Workday: Setting Goals and Prioritize Your Use of Time Fred Pryor Seminars & CareerTrack. Overview

Managing Your Time Harvard Business School Publishing eLearning. Overview

A Practical Guide to Time Management Corpedia Education. Overview

Juggling Multiple Priorities National Technological University. Overview

Project Planning & Scheduling Trainer Management Concepts Incorporated. Overview

Break Down the Barriers to Project Management York University - Schulich School of Business. Overview

Current Technigues in Production Planning and Scheduling York University - Schulich School of Business. Overview

Expanding Time: Focus on What is Important Serebra. Overview
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@. Public Courses

Managing Time and Stress Management Concepts Incorporated. Overview

Managing Multiple Projects, Objectives and Deadlines SkillPath Seminars. Overview

Practical Strategies for Process Improvement Tennessee, University of. Overview
Time Management Waterloo Management Education Centre. Overview

How To Get More Organized Padgett-Thompson. Overview

Improving Operational Performance & Productivity York University. Overview

Planning, Financial Management and Decision Making for the Product Support Manager Wisconsin-Madison, University of.
Overview

Best Practices for the Multi-Project Manager American Management Association. Overview




