PO 408.04b Level Two 

Handout #1 – Leadership Exercises


TAKE YOUR OWN PHOTOGRAPH
(What kind of leader are you?)
PRIVATE 

YES
NO
SOME

WHAT

1.
Are you good at developing your own level of efficiency? Do you relax as you work  





a.
by changing pace?





b.
by planning, organizing your work?





c.
by talking out your problems?





d.
by doing things for others?





e.
by laughing at yourself; with others?




2.
Do you know how much sleep you need, and assure yourself  adequate rest?




3.
Are you able to increase your capacity for 

     work  





a.
by shifting between tasks?





b.
by being strongly motivated?





c.
by associating with more efficient people?





d.
by taking on more responsibility within your recognized limits?




4.
Are you coasting on the job?




5.
Do you exercise sound judgement?




6.
Are you bored?





  LEADERSHIP TRAITS CHECK‑LIST

PRIVATE 

YES
NO
FAIRLY

Willing to accept responsibility 




Unselfish 




Cheerful 




Loyal 




Know my job 




Self‑confident 




Understanding 




Patient 




In good health 




Honest 




Dependable 




Work hard at the task 




Able to concentrate attention 




Check this list only on the basis of the way in which devote yourself to your leadership responsibility. DO NOT mark it on the basis of your general attitude toward life. If all are "yes" re‑evaluate.







STEPS TOWARD ACHIEVING LEADERSHIP











NO
 SELDOM
  NEVER

1.
Stimulate people to want to do the job.



( )
…
  ( )
 … 
( )

2.
Study subordinates – how they tick. 



( )
…
  ( )
 … 
( )

3.
Practice good listening.





( )
…
  ( )
 … 
( )

4.
Use constructive criticism.





( )
…
  ( )
 … 
( )

5.
Criticize privately.






( )
…
  ( )
 … 
( )

6.
Praise publicly.






( )
…
  ( )
 … 
( )

7.
Show consideration for others.




( )
…
  ( )
 … 
( )

8.
Delegate responsibility to others.




( )
…
  ( )
 … 
( )

9.
Give credit where credit is do.




( )
…
  ( )
 … 
( )

10.
Avoid a domineering attitude.




( )
…
  ( )
 … 
( )

11.
Be interested in and appreciative of others.


( )
…
  ( )
 … 
( )

12.
Direct by suggestion rather than by orders.


( )
…
  ( )
 … 
( )

13.
Explain your requests.





( )
…
  ( )
 … 
( )

14.
Share plans early with subordinates.



( )
…
  ( )
 … 
( )

15.
Practice standards set for others.




( )
…
  ( )
 … 
( )

STEPS TOWARD ACHIEVING LEADERSHIP (cont.)











NO
 SELDOM
  NEVER

16.
Accent the positive.






( )
…
  ( )
 … 
( )

17.
Be consistent.


 



( )
…
  ( )
 … 
( )

18.
Have confidence in people.





( )
…
  ( )
 … 
( )

19.
Counsel with subordinates.





( )
…
  ( )
 … 
( )

20.
Admit your mistakes.





( )
…
  ( )
 … 
( )

21.
Explain when other’s ideas are refused.



( )
…
  ( )
 … 
( )

22.
Be aware that people see things there own way.


( )
…
  ( )
 … 
( )

23.
Evaluate what you say before saying it.



( )
…
  ( )
 … 
( )

24.
Accept moderate complaining.




( )
…
  ( )
 … 
( )

25.
Be able to tell others their importance.



( )
…
  ( )
 … 
( )

26.
Be able to offer subordinates a goal.



( )
…
  ( )
 … 
( )

27.
Efficiently communicate ideas to others.



( )
…
  ( )
 … 
( )
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