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7. 1try o show the other person that no is the best response for
everyone involved.

8. T emphasize what is possible and can be done rather than what

cannot be done.
9.1 plan how 10 say no before I say it

10.1do not feel guilty about saying no.

11.1do not automatically apologize for saying no.
12.1say no but not hell, no. 1 deliver a negative gently

13. Saying yes is an important management function.

aying no is an important management function.

15. T encourage requests from team members.

16. 1 encourage ide: from team members.

and propo:
2.1 set clear policy for salary reviews.
18. 1 set clear policy for promotion reviews.

19. Tam prepared (o say yes when possible,

20. People feel they can approach me with reques

21.1 present clear reasons for my deci
22. People find my reasoning persuasive.
23. People believe I am fair.

24.Tam empathetic.

25. Trely on factual evidence to make my deci

ons.

Score:
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15. Evaluation should be objective.

%6. Lalways praise others for a job well done.

7. Lam a compelling speaker,

18. 1 am a fair person.

19,1 am a good facilitator.

20.1am a good recruiter of talent.

21. T am able to apply what I've learned to a variety of situations.

22.1am able to explain o others what I've learned in a variety of
situations.

23.1am able to motivate others to complete unpleasant but necessary
task

24.1am able 10 translate my experiences into lessons that help others.

fortable asking my subordinates’ opinions and ideas
about projects and problems.

26.1am casy 10 get (0 know.

27.Tam good at brainstorming,

28.1am good at communicating sequences.

29. TLam interested in the lives and experiences of others.
30.1am open to new ideas.

31.1am outgoing

32,1 am persuasive.

331 am skilled at communica

\g priorie

34.1am skilled at setting priorities.

35. 1 ask for advice.
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. People find me caring and compas

. Tam accepting of others.

ionate.

. Tam a conceptual thinker.

. Lam a systemic thinker.

. Tam good at relating one idea to another.
. People look (o me to “put it together.”

. T have a high tolerance for conflict.

. Tam commitied (o excellence.

. Linspire a commitment to excellence in others.

Tam skilled at identifying problems.

. Tam a problem solver.

. People believe I am empathetic.

Ihave the ability to see a situation as others see .

Tam flexible enough to change gears at the last moment.

Tam open to self-growth,

Tencourag

growth in others,
T know when to stay quiet and let others speak.
Tam an active listener.

Tencourage open communicy

My questions lead 1o insight.

Tkeep discussions on track.

. listen nonjudgmentally.

. ook for opportunities to teach and learn.

Thave the ability to extract positive outcomes from difficult
situations.

Thave good summari

Score:
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.1 enjoy explaining things o people.

.1 ensure that I get the right information before 1 communicate.
. 1 believe in sharing useful information.

. 1 enjoy writing.

1 speak and write directly and s

mply.

. 1 begin by stating my subject clearly.
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1. When I call a meeting, I set a clear and unambiguous objective.

2. 1 define the des
agenda.

ed product of the meeting before I plan the

3.1 prepare a written agenda.
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25. I believe in training my own replacement,

Score:
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1. strive to be a role model,

2.1 guide rather than direct.





OEBPS/grif_9781101186503_oeb_014_r1.gif
7. I state clearly the goals that we should be working toward.

18. Others s

em comfortable approaching me for help.

19. When I am giving instructions, 1 try to put myself in the other
person’s shoes

20. When someone has difficulty finding the right words, T help by
suggesting what I think the person wants (o say.

21. When I make a criticism, I make sure I refer 1o the person's
actions and behavior, rather than to the person,

22.Tknow how o persuade others to see things my way.
23. Tam able 10 resolve problems without losing control of my emotions.

20. 1 give pra

e both privately and in front of other group members.

25. Task people what motivates them.

Score:
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108,

109,

0.

m

n.

3.

a,

s,

. Persuasive communi
people want.

tion requires understanding what other

. Pressure s

imulates top performance.
. 1 set challenging goals
Simple words are best.

‘Time can be managed.

‘When confronted with a new problem, I research different
potential solutions.

‘When I criticize. T focus on people’s actions and behavior,
rather than on their personality.

‘With cach piece of negative feedback, T offer speci
suggestions for improvement.

Score:
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16. 1 try 10 be a role model and performance example for those who
report to me.

17. People admire me.
18. 1 am genuinely interested in the people I manage.
19. 1 am not embarrassed by trying to inspire people.
20,1 am inspired by examples of high achievement.
21. T enjoy sharing my experience with others.

22.1am willing to share stories of my failures
my successes.

s well as

23. T enjoy telling motivating and inspiring stories.

24.1 make it my business to challenge those who report to me;
1 challenge them to do and be their best.

25. 1 enjoy reading about great men and women, and I belicve
1 can learn from their cxample.

Scor
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62.
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72
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7s.

76.
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78.

8.

82

8.

. Luse verbal and nonverbal mea

. Thave a clear vision of where my organization should be headed.

Tinfluence how people think and act
Tinfluence the goals colleagues and subordinates set.
Tinfluence the values of fellow employees.

Linspire others with my words.

Tkeep my commitments.

Tkeep the long-term goals in mind on a day-to-day bas

1 know how to read people.

1 know something about everyone’s job.

Tlead by example as well as explanation.
Tlike t0 atiend gatherings where I can meet new people.
Tlike t0 be impressive 1o others.

Tlike to make small talk

T maintain a positive attitude even when things look bad.

Tmake an effort to say something ni

ce to everyone.
T make friends casily.

T monitor progress.

Trely on my experience.

Ispeak directly.

Tspot potential in people I work with,

Ttake pleasure in communicating,

take pride in my tean’s work.
Ttake pride in my work.
Ttalk to my team members about ethics,

of communication,
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5.1 make my criticisms specific and avoid blanket criticism.
6. I criticize only that which can be changed or improved.

7.1 use inclusive words Gve, onr, us) more than exclusive words
(1vs. you)

ively, as effort to collaborate on a

5.1 approach critici
solution.

m posil

5. Lavoid making threats.
10. 1 look for things to praise, even when I criticize.
1.1 ask permission (o criticize.

12.1 make certain the other person understands the r
criticism.

13. T offer help and support

14. 1 empathize by showing the other person that I understand his or
her feclings.

15.1 back up verbal evaluation with a written record.

16. 1 conclude both praise and criti
and confidence.

m with an affirmation of support

17. My priority is to maintain a positive, respectful relz
the person I am evaluating, even when I am being cri

ionship with
al

18. 1 review my own assumptions before I offer an evaluation
19. 1 deliver my evaluations in a relaxed atmosphere.

20. 1 focus on facts

21.1ry to quantify my evaluations.

22. I make certain that both the other person and I are on the same
page and unders
entire organization.

ind that the purpose of an evaluation s to benefit the
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1. Tlike working on a team.
2.1 prioritize effectively.

3. Tthrive in a hectic environment.
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1. When explaining something, 1 ask the listeners if they are
following me.

2. Tam clear in what I say,

3. In speaking 10 a group, I make eye contact with individuals
in the group.

4.Tspeak in a strong voice.

5. T encourage feedback

6. Silences don't make me uncomfortable.
7.1 stand up straight.

8. My body language (expression, gestures, posture) reveal
my passion and interest

9. believe in what I say.

10. 1 believe that what I say s valuable and beneficial,

. Twant 1o put other

it case.
12.1 feel self-confident.

13. T effectively commun

14.1 feel competent.

15. T communicate my competence persuz

16. People sense my integrity

17. People have faith in my judgment.

18. 1 come across as natural, genuine, and sincere.

19 People believe me.
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Employee name: Perlod covered:

Employee it Dateof evaluaton:
s s g
g s =88
E £ 8§ = 25 COMMENTS
Workqualty
Dependabilty
Iniiative
Flexibilty
Skil bulding
Jobknowledge
Punctualty
Supervisoy abity

Gener:

Comments on Employee's Performance

Action plan for improvement:

Employee's goalsforthe coming year:

Manager's signature:

Employee’ssignature:
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1. An effective manager understands and uses the strengihs of his
o her employees.

2. Before giving feedback to someone, T try to see things from his
or her point of view.

3. Character is a communicable leadership attribute.
4. Coaching is valuable.

5. Conflict can be managed.

6. Conflictis part of business.

2. Conflict s valuable.

5. Deadlines motivate me.

9. Tuse deadlines to motivate others.

10. Developing the abilities of others is an important management
role.

. Effective communication creates efficiency.

12. Effective communication makes the work process more effectiv

13.E

npathy is valuable.
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10.

.

2.

B

.

5.

. Luse more nouns and verbs than adjectives and adverl

. 1 convince others to trust what 1 say by balancing personal stories

with objective data or facts.

s1alk,

Ty to listen as much

. el it like it s
. Luse the simplest, most direct language possible.

. Lavoid relying on buzzwords and jargon.

Tam good at defining important principles and idcas.

I prefer persuasion (o the exercisc of authority.

. 1 prefer consensus to conflict

Twant my team members to perform at their best

Ibelieve that 1 am responsible for creating an atmosphere for
success,

T take the time and effort 1o recognize team members for a job
well done.

Ty to present team members with opportunities for professional
development

tions of those who

I seek and value the opinions and suge
report 1o me.

Tmake it my business o get to know the people who report to
me, and 1 regularly recognize their personal achievements and
‘milestones, including birthdays and child's graduation.
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20. 1 am not defensive.

21.T use group pronouns (we, our, us) in preference to self-referent
pronouns (1, me, my, mine).

22,1 do not break eye contact involuntarily.
23. T exhibit relaxed energy (don't fidger).

24. 1 move naturally when I speak—use my hands, avoid standing
rigidly still.

251 am comfortable speaking to groups.

Score:
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20.
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25.

. Tuse as few words as possible (o get my meaning acro

. Twrite 1o express, not to impres

1 provide information in a concise and orderly manner.

. Tam good at maintaining focus in speaking and writing.

Try 10 use c

munication as an opportunity to hond with others
In writing, T keep most of my sentences short—15 10 20 words.

Tty to say what I mean, taking time to find the right words

Luse more nouns and verbs than adjectives and adverbs
Tiry to be simple instead of complex.

Whenever po
fancy words

ble, I use familiar words instead of big and

I define any words that may be unfami
I pare down my sentences 10 avoid unnecessary words.

1 put action in my verbs by using the active voice: / saw you
instead of the passive You were seen by me.

Tuse as many physical, concrete, picture words as possible.

When I speak or write, T have my listeners or readers in mind
and aim o address their interests and concerns.

1o deliver a clear, effective
age, 1ot 10 advertise my intelligence.

mes

Tinvite questions.

I'send emails on a need-to-know by

‘Whenever possible, I combine face-to-face with writien
communication.

1 put all important or complex communication in writing

Score:
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4.1 circulate the agenda well in advance of the mecting.
5. Tinvite participant input into the agenda,

6. Ttake time 1o select the right people 10 atiend the meeting based
on what they can contribute (o the objective or objectives.

7. When it comes to real working meetings, I believe the smaller the
better.

8.1 set time limits.
9.1 start meetings on time.

10. 1 end meetings on time.

1.1 manage the meeting.

12. 1 referce the meeting,

13. Tmoderate the meeting.

1. 1 facilitate the meeting.

15.1 encourage wide participation among atiendees.

16. 1 am good at drawing out the silent atiendees.

17.1 practice active listening.
18. 1 mirror the discussion.

19. T ask questions.

20.1 keep the meeting moving forward,

21

ign specific roles to participants.
22, encourage and guide resolution of conflict.

23. T enforce respect and good manners.

foward the end of the meeting, | summarize agreements and
decisions reached by the group,

25. Before the meeting adjourns, 1 deliver an action plan, an answer
to What next?

Score:
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3.1 promote the intellectual growth and development of those
who report to me.

4.1 guide team members in their work,

5. Lassist in the professional development of those who report
to me.

6.1 help team members develop the skil

they need 1o succeed.
7.1am a good networker.
8.1 help others build their own networks.

9.1 belicve that coaching and mentoring builds my own network

10.1 believe that teaching is an investment in human capital.

1. Troutinely set aside time for coachin
staff development activities

mentoring, and other

12.1 give effective feedback.

13.1 enjoy praising top performance.

4.1 give feedback as soon as possible.
15. 1 criticize others honestly but constructively.
16. People seek my advice and help.

17. People ask for my opinion.

18. 1 am good at discovering the strengths and weaknesses of
others.

19. T open doors of opportunity for others.

20,1 want my team members to become independent
21 enjoy sceing others succeed.

22.1 know how 1o turn experienc

nto learning opportun

23.1know how 10 turn mistakes and failures into learning
opportunities.

24. 1 emphasize the positive in everything,





OEBPS/grif_9781101186503_oeb_013_r1.gif
0.

n
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1

u.

15.

6.

T can keep track of which point my department

. T have confidence in my profes

. 1 feel confident that others will accept my ideas and decisions

. When a higher-level coworker is given a new responsibility,

Timagine myself handling the same task.

Tty to identify and overcome obstacles that might interfere

with my success.

. try not to rely on old ways of thinking when I encounter a

repetitive problem.

. 1 delegate tasks because I believe I can direct others o do as

Icould.

good ajob a

. 1 set and communicate long-term goals for what I want to achieve

in my work

. Tam good at prioritizing tasks,
. I manage time effectively.

. When needed. T know how to get in touch with a lot of people.

at rel

10 our established goals.
Tam comfortable making decisions about personnel choices.

fonal abiliti

Tam well organized

People know that they can count on me.
Tam happy to help and support others.

‘When giving negative feedback, I offer clear ways for the
person to improve,
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HOW TO SAY IT
for First-Time
Managers

Winning Words and Strategies for
Earning Your Team'’s Confidence

JACK GRIFFIN

Prentice Hall Press
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1. begin all evaluations with praise for the positive.
2.In my evaluations, I emphasize the positive.

3.1 clearly identify the behavior, performance, and results I need
o0 criticize.

4. 1 direct criti
the person.

at behavior, performance, and results, not
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23.1make my expectations clear and provide unambiguous,
meaningful benchmarks and criteria for measuring progress.

24. When improvement is called for, I work with the other person to
formulate a feasible action plan.

25. Tinvite feedback—and really listen to it
Score:

A score of 75 or higher indicates that you are an effective evaluator,
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36.

7.

38

39.

40.
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a3
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a9

50.

s

52.

53,

sa.

55

s6.

s7.

s8.

59.

. 1 communicate high standard:

Task for other people’s points of view.

Ibreak b
steps.

projects down into smaller and more manageable

I can maintain and communicate an inner calm,

T communicate “command presence.”

te

T communicate deadlines effectively.

I communi

e objectives as well as goals

I communicate progress realistically.

. 1 compliment people frequently.

T conceptualize effecively:

1 define concepts, ideas, objectives, and goals effectively.

I devise workable strategies and communicate them clearly.
1do not back down when threatencd.

Ieffectively argue my

Tenjoy leading others.

Tenjoy working with theori

Texplain goals in terms of objectives.

. 1 finish my work on time.

1 frequently reevaluate my goals.
1 frequently reevaluate my team’s goals.
1 get others to finish their work on time.

1 give clear instructions.

Thandle stress well,

T'have a clear vision of where my organization is headed.

ase to unsure colleagues and higher-ups.
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16.
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18,

1.

20.

2

2

2.

2.

25.

. [ meet deadlines.

. 1 encourage open discussion.

Tdelegate effectively.

. am a good judge of people.

. 1 enjoy helping others.

listen effectively.

Tam good at summarizing and paraphrasing.
Teut to the chase.
People find my explanations and instructions crystal clear.

T can criticize effectively.

T embrace diversity of skills, background, and interests.

Other people help me see beyond my prejudices and personal
perspective.

Trespect the values of others, even when they are different
from mine.

Ikeep an open mind.

Iseck input from many sources.
People have confidence in me.
Tam a fair person.

Tvalue ideas.

T value critical analysis.

T value salesmanship.

I value action.

Score:
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85. T use words as well as actions to coney values.
86. I value other people’s points of view,

87.1 want to surround myself with people who are better at what
they do than T am.

8. 1deas come to me when I am not working
9. I'm always getting to kniow new people.

90. Listening is an active process.

re role models.

91. Manager
92 Mentoring is valuable.

93. Most people are untrustworthy.

94. Motivation is a subject worth studying.
95. My explanations are clear.

96. My explanations are compelling

97. Nonverbal communication (body language) is key to
persuasive speech.

98. Once you reach a goal, you should set a new one.
99. Organization is valuable.

100, Other people value my decisions.

101. Other people value my ideas.

102. People follow my lead.

103. People have confidence in me.

105. People look to me for explanations.

106. People look to me in a cris

107. People look to me to help maintain morale.
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. Tkeep my head in a cri

. I regard a cri

. 1 communicate ef

. People look to me for leadership in a crisis.

as a challenge.

. 1 make lemonade from lemons.

ctively in a cri

. Tam good at rallying the troops.
. 1find the facts.
. 1 communicate factual material effectively.

. Tempathize well

Ttake pleasure in the achievements of others.
Tam ateam player.

Tam at my best ina cri

Tam well organized.
I prioritize effectively.

People find me persuasive.

Tam optimistic.
1ok for the best in bad situations.
Tam not easily raitled.

Tam patient.

Ttrust others.

Tam an effective motivator,

Tam analytical in my approach to problem:

Tknow how to work the problem.

. Tinvite questions.

multiple viewpoints on problems and challenges.
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0.

n.

2.

B

,

1

6.

2

8.

19.

20.

. T make eye contact with the person who

. Trespond by nodding and smiling to encourage conve

. Tputa

. Tenjoy listening to people.
. really try (o get others (o talk

. Llisten carefully even if I dislike the speaker.

. Llisten 1o friends and to strangers equally well.

. Ulisten equally well 10 old, young, male, and female.

talking to me.

. 1do not let myself get distracted when 1 listen.

ide what I'm doing when I listen.

Tthink about what the other person is saying
T make an effort 1o understand what the other person means.
T make an effort to understand why he is saying what he says.

Tdon't interrupt.

. 1f the other person hesitates, I try to encourage her 1o continue,

T “mirror” (r
if 1 got it right.

tate or paraphrase) what is being said, and I ask

T do not evaluate or comment until the person has finished
her thought.

Ilisten whether or not the speaker is cloquent or even clear.

Iisten and do not interrupt even when I know what the other
person s going 10 say.

T ask questions to elicit claboration and further explanation.
1 ask the speaker to define words I don't fully understand.

Score:
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. 1 enjoy saying yes.

. 1 say no forthrighly.

. 1do not say yes when I mean no.

. 1do not avoid saying no when I have to.
. 1 say 10 10 the request, not to the person.

. When I cannot say yes, I search for aliernatives to no.





