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Personal Leadership
Objectives
· To develop tools for personal leadership (personal code of conduct, mission statement)
· To learn strategies for effective personal leadership (strategies for work/life balance, how to support yourself emotionally and deal with criticism)
· To learn the difference between assertiveness and aggressiveness
Materials

· Copies of the handouts

· Flipchart paper
· Markers

· Copies of role plays, one to be cut up and distributed
· Scissors
· Sheets of paper

Overview (4-5 hours)
Introduction/Ground Rules/Icebreaker (20 minutes)

Objectives and topics (5 minutes)

Key terms (5 minutes)
Living a balanced life (15 minutes)

Exercise: Living a balanced life (10 minutes)

Supporting yourself emotionally (5 minutes)
Time management (5 minutes)

Obstacles to effective time management (5 minutes)

Where does our time go? (15 minutes)

Three steps to managing time (20 minutes)

Personal code of conduct (5 minutes)

Exercise: Personal code of conduct (25 minutes)

Mission statements (10 minutes)

Exercise: Mission statements (15 minutes)

Assertiveness (10 min)

Exercise: Assertiveness survey (10 minutes)

Exercise: Assertiveness role play (40 minutes)

Handling personal attacks (10 minutes)

Dealing with sexual harassment (15 minutes)
Dealing with sexual harassment example (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 leadership 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.

· 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. At a minimum, common understandings of “leadership” and “personal leadership” should be established.
Exercise: Supporting Yourself Emotionally (slide 9)
Discuss with the group the challenges they face and what they are doing/have done to support themselves emotionally. You might write these on the white board/flip chart or have them share with a partner and then facilitate a group discussion. 
Trainer’s Note: Three Steps to Managing Time (slide 14)
Tips for maximizing time:
· Multi-task/Layer. Consider if one activity can serve two purposes. Or if you can manage to do more than one thing at one time.
· Purge. The same way you would purge a closet or a filing cabinet, systematically consider your schedule and eliminate any activities that are a drain on your time without contributing to your goals.
· Create shortcuts to do tasks in less time. Brainstorm faster ways to get things done. This takes practice, experience, and knowledge sharing with others.
· Delegate. Do you have to spend time on this or can you ask a subordinate to handle it? See the Delegating Process handout.

Exercise: Time Mapping Homework (slide 14)

This is an exercise you could give participants to do between sessions. If doing a shorter workshop you could have them do this as homework, but tracking their past week on the time map.
1) On your time map or a separate sheet of paper, write in a sketch of your life as it exists now

2) Examine it for a week, taking notes of what’s working and what’s not working and accurately noting how long it REALLY takes to do things

3) Then, make changes to your time map and your schedule so that they more accurately reflect your goals and your reality
Exercise: Mission Statement (slide 20)

Before participants begin working on their mission statement worksheet, go over a few points with them:  

· Don’t overthink it. You can always come back to your mission statement and refine it later. These take a lot of thought and reflection and can change with time, so what you come up with today doesn’t have to be the final version.
· Encourage participants to brainstorm what’s most important to them– their competencies, passions, motivators, etc. Have them think about what they want to be remembered for at the end of their lives. 

· After they’ve worked on their statements, give participants the opportunity to share if they would like. Some may not feel comfortable sharing and that’s okay. Encourage them to continue working on their statements, to share them with family and colleagues and review them often. 

Trainer’s Note: Assertiveness (slide 21)

Gender stereotypes that women should be passive and quiet can make being assertive tricky for women in particular, especially if those around you are not accustomed to women leaders. Don’t be shy about standing up for yourself and others.
Exercise: Assertiveness Survey (slide 21)
Distribute Handouts 7 and 8, Assertiveness Survey and Typical Characteristics of Non-Assertive, Aggressive, and Assertive Behavior and review with participants. 
Read the Assertiveness Survey aloud and have participants write yes or no if the statement definitely applies or doesn’t apply to them, or leave a blank if they are not sure. After finishing the survey, facilitate a discussion. Participants can explain why they answered the way they did. Do they feel that being female has any impact on their ability to be assertive? Who are role models in their lives that demonstrate assertive, but not aggressive, behavior? What can they learn from those individuals?
The goal of the assertiveness survey is for participants to see patterns in their behavior, to identify strengths and weaknesses in their leadership skills, and to start thinking about how to address them.
Trainer’s Note:  Handling Personal Attacks (slide 23)
Distribute the handout on Handling Personal Criticism and Attacks and give participants a few minutes to read it. The handout has some suggestions on how to handle these situations. Are these strategies that participants feel they can use? What are their experiences handling these situations?
Exercise: Dealing with Sexual Harassment (slide 24)
What forms of sexual harassment have participants faced? How have they dealt with them? Ask those who are comfortable sharing for their personal experiences, large and small. It can be as minor as a cab driver telling a woman she should not be traveling without her husband or a boss making unwanted sexual advances. Have women let this behavior go unnoticed or did they stand up against the harasser? Write down strategies on a flip chart or white board.
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