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Section 1: Managing Proactively

e Update leadership skills to use with the new generation.

e Learn to have a proactive approach and attitude.

 Proactively develop relations with team members.

¢ Ways of managing a new team of fresh employees.

e Communicate at all levels in the organisation.

¢ Making people feel responsible for their actions.

e How to get the best from employees with positive emotional support.

Section 2: Begin with the End in Mind

e Focusing on things we can control.
* Developing measures of objectives and achievement.

e Creating results records and building your reputation.



e How do you want people to see you?

e Before acting, think it through.

e Consider all ideas, even if they are not your own.
e Make your personal mission statement.

e Effective, not only efficient.

Section 3: First Things First, Important Versus Urgent

e Set and maintain goals and objectives.

e Have clear priorities and expectations.

e Have measurements of success.

e How to delegate tasks.

* Give constructive feedback.

e Regular project and team meetings.

e Pitfalls when managing projects and people to avoid.

e How to be a team leader.

Section 4: Think Win-Win, Collaboration, & Negotiation

e Forms of negotiation behaviour.

» Resolving differences using the 5 modes of effective thinking.
» How to resolve differences.

» Overseeing a negotiation.

e Having a strategy for agreement.

e Understanding negotiating techniques.

e Motivating team members toward a Win-Win attitude.

» Negotiate with a checklist and provide a summary.

Section 5: First Understand, Then Be Understood

e Dealing with challenging conversations.

e Handling conflict within the team.

e Learning how to delegate, direct and support.

e Methods to compare cause and effect.

e Empathetic listening to understand the individual.
e Working out solutions everyone can accept.

e How to give a message, in words, body language, and tone of voice.

Section 6: Unlocking People's Potential Through Synergy



e Synergy, what is it, and what is its importance?

e Find ways to help employees reach their potential.

e Have a system to evaluate and review performance.

e |dentify and form a personal development plan.

e Encourage self-resolution of tasks and interpersonal problems.

e Cooperation between 2 or more employees for a performance-based culture- synergy.

Section 7: Sharpen The Saw

¢ What does this mean?

e Improve your presentations for greater influence and personal power.
e Form a self-development action plan.

e Deal with stress and become more resilient.

e How to remain focused and productive.

e Improve your self-awareness.

e Create a support network for mentoring and coaching.
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12 EFFECTIVE HABITS EVERY LEADER SHOULD
KNOW
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Uncover practical ways to enhance leadership skills through positive habits. Explore the
impact of technology, discover valuable book recommendations, and learn actionable

.strategies to foster good leadership habits for personal and professional growth
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