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Leadership applies to everyone, everywhere. Whether a formal or informal leader, at work or at home, we all
have to do it. It is not always planned, but when it happens, inevitably, someone has to step up. So, learning
important leadership skills can only help. There is no downside. This chapter examines the definition of
leadership, types of leaders, influence, reputation, and an approach for developing leadership competencies.
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Examines two types of leaders: formal and informal. Title or position does not make one a leader; nor does the
absence of title or position preclude one from being a leader. Leadership does not discriminate.
Influence: A Foundational Leadership Competency...................................................................................................9
Whether it is formal or informal leadership, influence seems to be a foundational competency. This section
examines sources of influence, sustained influence, and how to observe, diagnose, and study leadership.
Reputation in Leadership..........................................................................................................................................14
Integrates influence and reputation as leadership imperatives, and examines how leaders can develop
leadership abilities and behaviors as a result of persistent observation, study, and practice.
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Examines the process of identifying leadership competencies – from self-assessment, feedback, etc., that are in
need of improvement, and introduces a method to prioritize which competencies to work on first.
CHAPTER 2: LEADERSHIP STYLES AND PERFORMANCE.............................................................................................20
Leadership styles and management of the components of performance are presented together because
managers must lead, and leaders must be good managers – both are necessary for effective performance. This
chapter examines leadership styles, adapting your leadership style to meet diverse needs and environments, and
the components of personal and organizational performance.
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Examines leadership styles and how each style of leadership exists to address specific group and/or individual
needs; and it is the presence of group and/or individual needs that prompt a leader's response.
Adapting Your Leadership Style................................................................................................................................27
Examines how effective readers of people and environments customize their leadership styles to meet specific
group and individual needs, and how leaders sequence or blend styles to meet specific needs.
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The Components of Performance.............................................................................................................................30
Examines the components of performance to better understand work in organizations – within and through
processes and systems, to manage business and improve performance.
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Work happens through relationships; how people regard and act toward each other can greatly influence
behavior, performance, and morale. This chapter examines why is it important to build relationships, how to
build relationships, the stages of learning, leadership and emotional intelligence, and managing distressing
behaviors (others’ as well as our own).
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An important leadership (and life) skill is a persistent eagerness to learn about yourself – not just others, but
you. This section examines a useful model that illustrates this ongoing process of learning.
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Examines the process of building trusted relationships (e.g., technical, social, business). Building relationships
involves more than just doing the work; it is also about the people doing the work.
Hot Buttons and the Tales We Tell Ourselves...........................................................................................................44
Examines knowing you and managing you more deeply, establishes the presence and importance of balanced
mental states, and our response to what we see and hear – facts and the tales we tell ourselves.
Managing You: Being Resilient.................................................................................................................................53
Examines "hot buttons" – don't give people power over your emotions and emotional reactions, what is
needed to remain calm under pressure, and the process to transitioning to a balanced mental state.
CHAPTER 4: THE ART OF COMMUNICATION..............................................................................................................57
Effective communication is indispensable to leadership: conversations build relationships, relationships promote
influence, and influence is vital to leadership. This chapter examines aspects of communication, the
communication process, communication styles, listening, and responding. Though we do it all the time –
communicate – you would think we would be better at it.
Aspects of Communication.......................................................................................................................................59
Examines each aspect of communication – verbal, vocal qualities, and body language, and how meaning is
derived by interpreting the words we use (verbal), how we say them (vocal qualities), and body language.
The Communication Process....................................................................................................................................62
The goal of communication is for the receiver's impact – what happens as a result, to match the sender's intent
– what is desired out of the conversation. This section examines this process of conveying critical information.
Communication Styles..............................................................................................................................................65
Examines aggressive, passive, passive-aggressive, and open-direct communication styles, and considers the
means and manner of communication – how to avoid emotional triggers that prompt a defensive response.
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Listening and Responding.........................................................................................................................................71
Examines successful dialogue, one where both the sender and the receiver commit to the conversation; how to
prepare an environment for listening, and how to actively, constructively respond to other's good news.
CHAPTER 5: MOTIVATION...........................................................................................................................................76
An important part of leadership is to determine what motivates people – leaders do not move people; they
influence movement. You have to know the what before you can know how to motivate someone to take willing
action. This chapter examines motivators and demotivators, and the role of expectations in motivation.
Motivators and Demotivators..................................................................................................................................77
Examines two factor groups needed for sustained motivation. One group is composed of factors that motivate
people when present; another group of factors that demotivates people when they are absent.
Expectation in Motivation........................................................................................................................................80
Just as leaders have expectations of staff, staff have expectations of leaders. This section examines the role of
expectation in motivation and satisfaction, and how expectations can drift.
CHAPTER 6: CONFLICT RESOLUTION...........................................................................................................................82
When emotions flare, things can deteriorate fast – people in conflict normally perceive what they see and hear
emotionally, not rationally. This chapter examines the principles, process for resolving conflict, and how it is
generally better to deal with conflict than to ignore it, especially if we can approach the process positively.
Principles for Resolving Conflict................................................................................................................................84
Examines the two key principles for resolving conflict and how these principles are the least likely things to
occur in conflict, and considers the positions and interests in conflict.
Conflict Resolution Process.......................................................................................................................................86
Resolving conflict is a critical leadership skill. This section examines the I-D-E-A-L conflict resolution model; if
successful, it can deepen parties’ understanding of circumstances and each other, and build group cohesion.
CHAPTER 7: DECISION MAKING..................................................................................................................................88
Making decisions is easy; but, making good ones requires a solid understanding of the decision making process;
some basics in strategic thinking, planning, and accountability are helpful too. This chapter examines the process
for making sound decisions and communicating the decision.
Making Sound Decisions...........................................................................................................................................90
Examines a practical decision-making approach that is flexible and accommodates different styles and
challenges, and how to select the best alternative – one that is supported and can be implemented.
Applied Decision Making Example............................................................................................................................98
Applies the decision making process to a real-world example; shows the process unfold step-by-step.
Communicating the Decision..................................................................................................................................103
Examines how to effectively communicate a decision – both the decision and reason behind it, how the
decision is aligned with and supports organizational goals, and how to check understanding.
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