"None of us
IS as smart

as all of us."
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"1 use not only
all thebrains| have...
but all | can borrow.”

~Woodrow Wilson ~ IE‘
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THE THREE KEYS
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CREDIBILITY + RELIABILITY

TIME = TRusT
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"If thereisno sense of trust in
the organization, if people are
preoccupied with protecting
their backs... creativity will be
one of the first casualties.”

~Manfred F. R. Ketsdevries ~
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GoALS

Why Goals?

Goals provide direction and purpose. Don't forget: If you can seeit, you can
achieveit. Goals help you see where you're going and how you can get there.

If you don't know where you're going, how will you know when you get there?
Consider this exchange from Alice In Wonderland.

""Would you please tell me please, which way | ought to go
‘gj ~ fromhere?" asked Alice. 'That dependsa good deal onwhere
A7 you want to go,' said the cat. 'l don't much care
where,' said Alice. 'Then it doesn't matter which

& Wway you go," said the cat. 'So long as | get

somewhere,’ Alice added asan explanation. 'Oh,
‘ ‘ you're sure to do that,' said the cat, 'if you only walk long enough." "

It takes no effort at al to get somewhere. Just do nothing, and in a moment,
you're there. However, if you want to get somewhere meaningful, you first have
to know where you want to go. And after you decide where you want to go, you
need to make plans on how to get there. (Goals) - A goal isadream with a
deadline.

Reasons To Set Goals
1) Goals provide direction.

2) Goalstell you how far you have traveled - they provide milestones along the
road to accomplishing your vision.

3) Goalsclarify everyone'sroles.

4) Goals give people something to strive for - a sense of purpose.

LL-0850
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" Did you say what |

think you said,
or did | think |
heard what |
thought you were

going to say?"

Donald Walton
Are You Communicating?
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PeoPLE SKiILLS M AKE
THE DIFEERENCE

Thefour basic needs of ALL people:

1) Theneed to feel welcome.
Welcome them.

2) Theneed to be understood
Show understanding.

3) Theneed for comfort.
Make them feel comfortable.

4) Theneed to fedl important.
Make them feel important.

LL-0002
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HoLDING EFFECTIVE M EETINGS

Do you enjoy going to meetings? The answer likely depends on your experience and the
flow of communication. Meetings don't have to be a source of negativity. If we follow
some basic guidelines, we can conduct effective meetings, which are positive experiences
for al who attend. Here are six guidelinesthat will help you conduct productive meetings.

1) Everyone is expected to be on time for meetings.  Be on time.
Otherwisethetime of many peopleiswasted. Themeeting  Begin on time. ’
should be started on time, whether or not everyone is
present. Anybody who comes in late is personally
responsibleto find someoneto bring them up-to-date (after
the meeting).

2) Endthe meeting on time. Thereis nothing worse than a
meeting which drags on, and on, and on. Peopleneed t0  gnd on time.
be ableto make plansfor after-the-meeting responsibilities.

3) Onceyou arein themeeting, it (andthe otherspresent)  Give your full attention.
deserves your full attention. Turn off the beepers and
pagers. Nobody should be called from the meeting unless
somebody isbleeding outside (preferably a family member
or major customer).

4) Use agendas. Each meeting should have an agenda,
hopefully distributed at least 24 hoursin advance. If itisa
"crisis meeting”, spend the first few minutes establishing Simple agendas.
an agenda.

Key ingredients for agendas: Keep the meeting

A) Purpose - Why are we meeting? If we can't  foeused and on time.

answer this one, cancel the meeting.

B) Topics - Brief sentence which defines item and
why it is being discussed.

C) Responsible Person - The person who will lead
the discussion on the particular item.

D) TimeEstimate-Approximatetimeallotmentfor  (pe page is
each topic. preferred.

LL-0815-1
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5) Key rolesarefilled. Effective meetings must have key
roles filled by competent people. Rotate these roles so
people don't get burnt out.

Identify key roles.

A) Leader/Facilitator - Thisperson keepsthe X - , -
meeting focused and running smoothly. -
Establishesan appropriate pace, facilitates v L.
discussions, and makes sure everyone is
participating.

B) Timekeeper - This person keeps track of time
during the meeting. Lets the team know when
allotted time is amost up so team can decide to
conclude or continue discussion. Doesn't say,
"Time's up - next item.”

C) Note-Taker - This person's key responsibilities
are to capture key points for each agenda item,
highlight decision (who does what by when),
collects future agenda items, and makes sure
minutesare distributed (within 24 hours). (Keeps
the notes simple - hopefully to one page.)

D) Big-Picture Person - This person posts ideas on
flip-chart or white board as discussion takes place.
Writes so all can read. Makes sure team agrees
with what iswritten. Comes close on spelling.

6) Constantly evaluate your meetings. We should always
be evaluating how we can improve our meetings. Keep
the evaluation simple and easy to complete. For example
(circle your opinion):

Always try fo improve.

A) Meeting Purpose: Clear Confused

B) Everyone Participated: Yes Somewhat No +
C) Followed Ground Rules. Yes Somewhat No
D) Pace: TooFast JustRight Too Slow

E) Overdl Rating: Good Fair  Poor
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