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Leadership 101
Objectives

· To develop self-awareness and self-confidence
· To develop strategies for self-empowerment

· To develop strategies to increase leadership capacities
Materials

· Copies of the handouts

· Flipchart paper
· Markers

· Sheets of paper

· Small booklets (notepads)
Overview (4 hours - or break into two sessions of 2 hours each)

Introduction/Ground Rules/Icebreaker (20 minutes)

Objectives and topics (5 minutes)

Key terms (5 minutes)
Characteristics of a leader (15 minutes)

Women leaders? (5 minutes)

Types of leadership (10 minutes)

Qualities of an effective leader (5 minutes)

Do women have unique leadership qualities? (10 minutes)

Exercise: Visioning women in leadership (10 minutes)

Exercise: Empowerment (25 minutes)

Women role models (5 minutes) 
BREAK

Identifying the leader within (15 minutes)

Exercise: Leadership self-survey (15 minutes)

Can leadership be learned? (10 minutes)

Developing your leadership (15 minutes)

Exercise: Realizing leadership (10-15 minutes)

Challenges of leadership (10 minutes)

Realities of leadership (10 minutes)

Exercise: Self-confidence (15 minutes)

Building confidence (10 minutes)

One woman can make a difference (10 minutes)

Conclusion/Questions/Evaluation (15 minutes)

Trainer’s Note:
When introducing this module, keep in mind the following: 

· Encourage participants to be active.

· The course is designed to increase and enhance the knowledge and skills of each participant.

· Keep realistic expectations. This session is a basic introduction to leadership skills, all of which cannot be learned in a single day. However, participants will learn what they need to know and do to develop the skills to improve their communities and their lives.
· Always consider the experience your participants are bringing to the table. Even where it is not noted in the Trainer Note, feel free to draw on their knowledge and ask them to share their experiences.
· The Leadership 201 module deals more with applied leadership skills, while Leadership 101 builds a foundation on leadership concepts and some basic self-assessment/self-awareness exercises.

· Leadership is not just about being the person at the top—the one elected, the one making speeches, the one making decisions. Leadership is also shown by motivating and enabling others to participate and to do their best. 
Please adapt the PowerPoint presentation, exercises, examples and handouts in advance of your workshop. They have been created for a global audience and need to be adapted to better suit the local context, the background of your participants and their level of experience. Terms, images and examples from the participants’ country or region should be used as much as possible so that they are relevant and contextually appropriate. 

This Trainer's Guide is meant to serve as a companion resource to the associated PowerPoint presentation. The vast majority of the information you will need is included in the notes section of each presentation. Additional instruction on how to facilitate some of the exercises and information that would not fit in the slide notes has been included here. As such, this Guide is not meant to be a stand-alone resource but rather a complement to the presentation.

If this is the first presentation in your workshop, start with participant introductions and ground rules prior to launching into the content of the session. You may also want to start with an icebreaker activity to get participants more acquainted and comfortable with you and each other. You may wish to ask participants to share their expectations for what they will get out of the training workshop. Understanding their expectations will allow you to further tailor your presentations, as possible, and to help relate the objectives of the sessions to the interests of the participants.

Objectives, Topics, Key Terms
Spend some time giving participants a sense of where you will be heading during the session by explaining the objectives and topics to be discussed. Define key terms together—this will also give you a sense of what the participants already know about the topic. The presentation includes definitions for “Leadership” and “Empowerment”, but you may decide to include additional key terms. 

Trainer’s Note:  Key Terms
Ask the participants to define the term first and then decide on a common definition based on their responses and/or the definitions above. Some common ideas that may come up are: influencing others, motivating and inspiring, making a difference, someone in a position of power, etc. There may be discussion about whether the definition should imply integrity as an inherent aspect of a leader (selflessness, humility, honesty, etc.). 
You might also want to ask them to suggest other terms relating to leadership that they think need to be defined at the onset, or let them know they can suggest that the group stop and define a term if they come across something during the training that may benefit from a discussion/common understanding. 
Leaders & Leadership 

Activity:  Small Group Discussions (slide 6)
· Divide participants into groups of three or four.

· Have each small group identify one person who they consider a ‘good’ leader.

· Note to Trainer: The group does not have to agree on one person. Any one member of the group can propose a name of a leader, either living or dead.

· Ask the groups to think about and answer the following questions: 

· Why is/was that person a good leader?

· What leadership responsibilities does/did the person have?

· Why did the person take on the responsibility of leadership?

· What personal and other difficulties did the person face?

· How did the person overcome the difficulties?

· What leadership skills does/did the person have?

· What leadership skills does/did the person not have?

· Did life in the community improve as a result of the person’s leadership? If yes, how? If no, why not?
· Have each small group report on their discussions and their conclusions about leaders and leadership.

Types of Leadership
Provide examples of the different leadership types mentioned in the presentation and ask participants to give examples. This will help them to understand the concepts and how the different leadership types look in practice. Be politically sensitive to the context when choosing leaders as examples.

Trainer’s Note: Types of Leadership (slide 8-9)
 “Autocratic” – These leaders make unilateral decisions, without the consensus or buy-in of those they are leading; they tell their team what they want done and how they want it done. These leaders are convincing, but tend to get their way through intimidation and force. (Might make the point here that an autocratic leader is not intended to mean an autocrat in political power necessarily and is meant more generally in terms of individual leadership style).
“Fits & Starts” – These leaders have sporadic moments of inspiration and action, but often struggle with maintaining their motivation through to getting results. They are inconsistent. (Example: Greg Mortenson, founder of Central Asia Institute, Co-author Three Cups of Tea)
“Inclusive” – These leaders want to give every person equal say in the direction of a project; this is much more democratic in nature, but sometimes can add too much time to a project before real results are achieved. The problem is that nothing gets done because this leader is too busy trying to get everyone to agree. Women often fall into the inclusive leadership trap by trying to be “too fair” with little progress actually being made. (Example: Best with complex problem that has time to be solved).
“Self-Sacrificer” – These leaders love the phrase, “I guess I’ll just do it myself; if no one will help, then I will make do with what I can.” This attitude becomes a barrier to others wanting to help and is related to the “Controlling” leadership style listed below. (Example: Some people’s mothers fall into this category).
“De Facto Leader” – These are people who have been involved from the start and may not technically be the official leader of a group, but are automatically placed in a leadership role because they are the hardest workers; those in power indirectly expect them to complete otherwise unfinished tasks. Though their authority is not direct, these leaders have a natural ability to hold a team together and get a lot done if they take ownership. (Example: Oftentimes the oldest person in the group becomes the de facto leader).
 “Controlling” – This type of leader is an all too common stereotype of women in leadership roles. These people mistake being in charge of a list of things to do as “leadership” – and have a hard time (even to the point of resentment) when someone comes along and wants to help take things off their list and share the load. (Example: Has anyone had a boss like this that micromanages all aspects of your work?)
“Popular But Overcommitted” – These leaders are those who have shown leadership at some point, but become besieged by several groups to serve on their boards, committees, teams, etc. They are well-intended and helpful – when they are actually present. They are not to be counted on for work outside a meeting and often miss several meetings because of over-commitment.
“Never Make a Decision before it’s Time” – This leadership style is most frequently seen in older generations of women (over 55). These leaders make meetings the point of their existence, and are quick to appoint committees, ask for additional research, avoid making a decision if meeting turnout is low, etc.
“Biting Off More than We Can Chew” – These leaders are always coming up with lofty ideals and great goals – they are unfortunately too big to accomplish. A frequent style of young leaders, these people start in the right direction, but often do not have the right connections, experience or resources to accomplish much of the goal. Meetings with great discussions lead nowhere and people drift away from the group.
True Leadership – The best leadership style is one where a leader motivates people to do the work to accomplish a common goal. These leaders see a problem and take steps to fix it. They are comfortable consulting others for input, but can also make decisions when time or circumstances require them to do so. They are not slowed down by ego or obsessed with getting credit; rather, they are clear in helping people understand how to work towards a common goal, and offer tools, ideas, inspiration and persistence to get things accomplished.
Qualities of an Effective Leader 
Here we want to make the point that leaders can take on many different forms, but that there are some qualities great leaders share. Give participants the opportunity to discuss, add to this list, etc. Through the types and qualities of a leader slides, we want to get them thinking about what kind of leader they want to be.

Trainer’s Note: Qualities of an Effective Leader (slide 10)
· A strong leader has integrity – her actions correspond with her words and she follows through on her promises.
· An effective leader can create a vision and clearly communicate that vision to the public to encourage and inspire support. An even more effective leader can maintain the vision and guide others, even when times get rough.
· A good leader should seek to develop new leaders by helping people find their own unique talents and capacities and assisting them with their growth. As you foster and promote the leadership capacities of your peers, your respective strengths can complement one another to strengthen the scope and effect of your collective efforts.
· Leaders must listen – by encouraging disagreement from others, you create a safe space for honest dialogue and enable constructive feedback among your team. Avoid making disagreement a source of personal conflict with partners and colleagues. 
· If you hope to be able to lead others, you have to be willing to take responsibility for the outcomes of collective action. You must be willing to assume responsibility for the final decision – to share success with your team and to accept blame in case of non-satisfactory results.
· Planning is essential to success. While it is true that a leader should have a plan, a good leader should also be flexible enough to adapt or change according to needs. When carrying out activities in your plan, remember that we live in “changing times”. Make sure you are familiar with and take advantage of all resources, tools and technology.
Trainer’s Note:  Do Women Have Unique Leadership Qualities? (slide 11)

Here is some additional research from one business leadership expert to fuel the discussion on gender and leadership:
“Characteristics of Women Leaders:
1) they place a high value on relationships and judge the success of their organizations based on the quality of relationships within them;
2) they prefer direct communication;
3) they are comfortable with diversity, having been outsiders themselves and knowing what kind of value fresh eyes could bring;
4) they are unwilling (and unable) to compartmentalize their lives and so draw upon personal experience to bring private sphere information and insights to their jobs;
5) they are skeptical of hierarchies and surprisingly disdainful of the perks and privileges that distinguish hierarchical leaders and establish their place in the pecking order;
6) they preferred leading from the center rather than the top and structure their organizations to reflect this; and
7) they ask big-picture questions about the work they do and its value.” 
http://www.humanresourcesiq.com/business-strategies/articles/7-characteristics-of-women-leaders/ 
Additional Research: Do Women Have Unique Leadership Qualities? (slide 11)
A study conducted by Caliper
 among business leaders found that:
· “Women leaders were more persuasive, assertive, determined, and willing to take risks than their male counterparts were found to be. Male leaders were prone to push their point of view and convince, rather than to be flexible and persuade. Because women have strong people skills and are able to better asses a situation from all angles, they are more convincing in their solutions to problems.
· Women had higher interpersonal skills, empathy, flexibility and sociability, and thus showed a determined and resilient nature that is often fueled by the roadblocks and setbacks along the way. When women are challenged by adversity, they are more apt to retry. They are more willing to review an obstacle, learn from their mistakes and start from the beginning. Statistically women are 80% more flexible in resilience.
· Women had a much more inclusive and teamwork-building approach.”
Analysis by Catalyst
 sheds light on the gender stereotypes that can create challenges for women leaders, sometimes referred to as the “double bind”.
“Our analyses revealed that gender stereotypes can create several predicaments for women leaders. Because they are often evaluated against a “masculine” standard of leadership, women are left with limited and unfavorable options, no matter how they behave and perform as leaders. In this study we focus specifically on three predicaments, all of which put women in a double bind and can potentially undermine their leadership.

Predicament 1: Extreme Perceptions – Too Soft, Too Tough, and Never Just Right.

· When women act in ways that are consistent with gender stereotypes, they are viewed as less competent leaders.

· When women act in ways that are inconsistent with such stereotypes, they are considered unfeminine.

Predicament 2: The High Competence Threshold – Women Leaders Face Higher Standards and Lower Rewards Than Men Leaders. Respondents’ comments revealed that women leaders are subjected to higher competency standards. On top of doing their job, women have to:

· Prove that they can lead, over and over again.

· Manage stereotypical expectations constantly.

Predicament 3: Competent but Disliked – Women Leaders Are Perceived as Competent or Liked, but Rarely Both. 

· Respondents’ comments revealed that when women behave in ways that are traditionally valued for men leaders (e.g. assertively), they are viewed as more competent, but also not as effective interpersonally as women who adopt a more stereotypically feminine style. In sum, gender stereotypes misrepresent the true talents of women leaders and can potentially undermine women’s contributions to organizations as well as their own advancement options.”
Role Models
Provide examples of role models from within the community, region, and those known globally. It is good to include a variety of examples that speak to the fact that leadership can occur in any sphere of influence – home, community, workplace, etc. If time permits, you could invite some women leaders to speak to the participants as noted in the activity below. 

Trainer’s Note: Women Role Models (slide 14)

Facilitate a discussion with the group with questions such as:
· What makes these women stand out to you as role models?
· What leadership qualities do they possess?
· Did they start out as leaders or develop into the role?
· What kind of support do they have?
· How do these women inspire you to further develop your leadership skills?
Activity: Panel Discussion (slide 14)
· Invite one or two women who hold leadership positions within the party, parliament, local government or civil society (as appropriate for the target group) to speak to the group.

· Have the group do a brainstorming session to come up with questions they wish to ask the panelists ahead of time. 

· Allow each panelist 5 to 10 minutes to speak.  

· Facilitate a panel discussion where each person discusses the steps she took in becoming a leader. For example:

· How she became involved in party work

· What leadership positions she has had and how she got them

· How she got nominated; how did she run her campaign; how she got elected 

· What strategies she uses or knows about for being elected and for being an effective leader

· After the guest speakers have made their presentations, invite questions from the audience on women and leadership – specific and general – that they came up with during the brainstorming session. For example:

· Their family situation and the situation in the community and society in general

· Their political background

· Their education and training

· Challenges with respect to their family, community, party, government or council, departments, ministries, among men, among women

· Their motivations, thinking and feelings

· Their future aspirations, for self and for other women

· After the panelists have left, discuss how each of the women presented herself, how she came across – pay attention to image, assertiveness, what was positive and what was not. 

Identifying the Leader Within 

Activity: The Leadership Self-survey (slide 16)
This is a tool to help participants get a sense of areas where they are strong and areas where they can improve. This is a short self-survey (12 questions) taken from the Confidence, Capacity, Connections publication, which can be found in the “Resources” folder for reference. There are other leadership assessments in the “Handouts and Exercises” folder or that you can find online if you would like to use a different assessment tool. Remember to emphasize that this is a self-diagnostic tool and is not intended to make them feel discouraged or compare scores, etc. 

The handout asks about defined values and goals. In Leadership 201: Personal Leadership you will find resources on developing a personal code of conduct (values) and a personal mission statement (goals). 

Activity: Realizing Leadership (slide 20)
1. Give each woman a small booklet (notepad) and have her write her name on the cover page.  

2. Participants should then pass their booklet to the participant on their right.

3. Ask participants to write one POSITIVE message about the person whose booklet they have that they feel would help that woman feel more confident and better about herself. This message can be something simple or something more personal and thoughtful: something they appreciate about the other person, a strength, or an ability. For example: “Jyldyz is a charismatic public speaker who can get people excited about her message.”

4. Once they have finished, participants should again pass the sheet they have to the person on their right, and write another message in the booklet they have just received.

5. This process should continue, until each participant has written a message in all the other participants’ booklets (i.e., until each participant receives their own booklet back.).
6. Have participants read (to themselves) the messages others have written to them.

7. Debrief, allowing at least 10 minutes. Ask participants if there was anything that surprised them. Any strengths or attributes that they didn’t think they had? How does it feel to get these messages? Are there any that they want to share with others? How does this exercise make them feel about their ability to be leaders?
Realities of Leadership
When discussing the challenges and realities of leadership, it would be appropriate to identify some support services or mentoring/networking resources available in the community and to share those with participants. Online resources/networks can also be shared, such as iKNOW Politics.

Trainer’s Note:  Realities of Leadership (slide 22)
Continued from slide content:
· Maintain Perspective and Confidence in Your Abilities: Don’t let the realities of leadership cause you to freeze up and be ineffective. Remember your abilities, your motivations for being a leader - to lead and inspire others. Focus on the aspects you can control so that you can continue to move forward.
· Nurture your Network of Support: You can’t do it all alone - you need the support of others. When faced with the realities of leadership, seek out the people who will give you good advice and who are not judgmental. Try and steer clear of people who thrive on drama - you don’t want those people bringing you down. When you are feeling low is the time to be picky about who you talk to. Sometimes, that will include your partner and sometimes not. Think, “who are the people who will be there for me when I need them the most?”.
Activity: One Woman Can Make a Difference (slide 26)
1. Pass out the One Woman Can Make a Difference handout about Jordanian women’s rights advocate, Asma Khader. You may also consider giving a different example of a woman leader and her story if you have one from the country or region. 
2. Give participants 5 minutes or so to read through the handout, and then have them break into small groups to discuss together the following questions:
· How does Asma Khader define leadership?
· What qualities and skills does she have that make her a leader?
· How did Asma Khader become a leader? Does her leadership derive from personal characteristics? From the situations she is confronting? Both? Are there other contributing factors?
· What motivates the mother to visit Asma Khader’s office? What role did this woman play in Asma Khader’s life?
· Is Asma Khader the only leader in this account? Why or why not?
· Can a leader also be a follower? In what way?
3. After discussing in small groups, have participants come back together and facilitate a discussion among the group on the questions above. Then, ask participants:
· How are you leaders already in your own life, home, community?
· How could you connect with other women to be even more effective?
Conclusion
Allow time to summarize the topics, take questions from the participants, and for written and verbal evaluation of the session.

Additional Resources
· The Double Bind Dilemma for Women in Leadership
This Catalyst publication delves into the double-bind for women in leadership and the surrounding stereotypes, based on survey research with US and European business leaders (women and men).  
· Leading to Choices: A Leadership Training Handbook for Women
A handbook developed by the Women’s Learning Partnership for Rights, Development, and Peace (WLP). The handbook covers developing your personal leadership, communicating with others and forming partnerships. It is available in multiple languages. 
· Gender and Leadership: Course Syllabus, Harvard Business School
This course syllabus by Alice Eagly and Linda Carli of Harvard provides an overview of gender and leadership as well as resources on the topic. The overview notes that the course “considers the experiences of men and women leaders by answering two questions: Why have women now gained more access to powerful leadership positions? Why do men continue to have far more access than women do? To address these questions, the course reviews research from a variety of social science disciplines, including social psychology, sociology, economics, political science, management and organizational science, and anthropology.”
· The Inspiration Day Model:  Fostering Women’s Leadership by Connecting National Leaders with Grassroots Candidates
This document by the Institute for Inclusive Security summarizes the Inspiration Day Model, which put research on women’s leadership into practice through programs in Liberia and Rwanda to link elected officials with the next general of leaders at the local level. The document provides brief summaries of those programs and concludes with some general strategies.
· Confidence, Capacity, Connections
This NDI guidebook aspires to demystify politics and equip the next generation of young women leaders with the knowledge and tools to create change. It aims to help young women with all aspects of leadership — from balancing personal and professional responsibilities to planning and carrying out advocacy projects. The book combines ideas and strategies from the Institute's Youth of Today, Leaders of Tomorrow (YOTLOT) program with best practices and recommendations from NDI's quarter century of working with women leaders around the world.
� Given the length of this presentation it could be divided into two sessions. A natural break would be to cover the content through women role models and then hold a second session on identifying the leader within. 


� http://marketing.calipercorp.com/whitepaper-casestudy/qualitieswomenleaders.pdf


� � HYPERLINK "http://www.catalyst.org/publication/83/the-double-bind-dilemma-for-women-in-leadership-damned-if-you-do-doomed-if-you-dont" �http://www.catalyst.org/publication/83/the-double-bind-dilemma-for-women-in-leadership-damned-if-you-do-doomed-if-you-dont�. The full publication can be found in the “Additional Resources” folder.





1
This presentation and guide were developed by Crystal Rosario and Susan Kemp. NDI would also like to acknowledge those who contributed including, Amy Hamelin, Caroline Hubbard, Susan Markham, Allison Muehlenbeck and Rebecca Turkington.
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