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The Programme

Module 1 –
Understan

ding my 
impact

Module 2 –
Developin
g the skills 
to deliver 

Module 3 –
Developin
g the skills 
to engage 

Module 4 –
Leaving a 

lasting 
impressio

n

Action planning, learning application back into the workplace
and line manager support 



• Understood their team dynamic and what needs to happen to move
or sustain performance

• Gained an appreciation of how to motivate others to deliver
• Understood how to plan and organise their time effectively
• Understood how to delegate and set effective objectives, to get the

best results
• Learned to brief and debrief colleagues in a manner that provides

clarity through active involvement.

Module 2  - Develop the Skills to Deliver 



• What learning have you applied since Module 1? (Please be specific
about what you have done and in which situation(s))

• What has been the impact? Are there any particular outcomes you
have seen; and if so, what are they?

• What feedback have you received about this approach?
• What would you like to get out of today’s module?

Time to Review  



Let’s think team 



What are the characteristics of a high performing team? 

Tuckman’s Stages of Team Development 



Tuckman’s Stages of Team Development 



• Where do you think your team are, currently? What are the 
signs that tell you this? 

• What will you do to help the team move forward?

Your Team’s Development Focus 



Getting the Best out of Others 



Getting The Best Out Of Others

How are you doing? 

• What are you currently doing to 
support these?

• What you think you could do more 
of/differently?



Reconnecting With Insights

How can you use your Insights, knowledge and understanding, to get the 
best out of your relationships with them?



Setting SMART Objectives 



Why SMART?  

Setting SMART objectives helps to: 

•   Give clarity and focus, for individuals, managers and the organisation 
•   Facilitate evaluation/measure success 
•   Reduce misunderstanding 
•   Channel effort and gain a sense of achievement and fulfilment 
•   Enhance effort 
•   Focus personal development 
•   Reinforce business goals, vision and culture 
•   Determine resources 



SMART



SMART Examples 

Example 1: 
Make sure the customer feedback is better than last year

Example 2: 
To deliver in full the agreed project plan by the end of November 2020

Example 3: 
To improve customer satisfaction to at least 90% by the end of Quarter 3, 
by focusing on answering queries within the agreed timescales, measured 
by the customer satisfaction survey



SMT



Putting SMART into Practice



Personal Effectiveness 



Managing Priorities 



Urgent ‘v’ Important 

Where do you think you spend your time? 



Using the Priority Matrix 

• Make a note of the tasks/activities you 
are currently working on 

• Use the matrix in your workbook, to 
capture where your tasks and 
activities sit  

• What will you do as a result? 



“Delegation is the assignment of any responsibility or authority to another 
person (normally from a manager to a subordinate) to carry out specific 
activities. It is one of the core concepts of management and leadership.”

When to delegate?
When not to delegate? 



When To and Not To Delegate – Some Useful 
Questions 
When to… 
1. Is there someone with the necessary skills or expertise to complete the task? 
2. Will your colleague have an opportunity to develop, through the delegated task?
3. Is this a regular task/responsibility?
4. Is your workload too high? 
5. Can you make time to delegate the job correctly? 

When not to… 
1. Do you have little personal interest in a particular task?
2. Does your colleague lack the motivation and experience to perform a task effectively? You 

may be able to support them by providing the right training support, but if their motivation 
is low you need to investigate why and decide what can be done to change this. 

3. Has the work already been identified as your responsibility? 



Delegation Know How 

• Identify which tasks you can delegate 
• Match tasks to skills and strengths 
• Treat delegation as an opportunity for development  
• Delegate entire tasks where possible 
• Brief colleagues 
• Provide equipment and resources 
• Get the balance right 
• Review progress 
• Show appreciation 

Now prepare your delegation action plan



Briefing and Debriefing 



Briefing 



Debriefing 

Have a go!



Next steps 

• What actions are you committed to? 

• Complete your actions on BIP 
• Have a follow up conversation with your line manager –

take control if they’ve not schedule one in 
• Put your actions into practice!



BIP 



BIP 



Thank you 

See you at the next module 
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