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Personal Message
Objectives
· Provide tools for identifying your passions and a plan of action around them
· Increase awareness of personal vision, goals and learning objectives and how to develop them
· Build an understanding of the purpose of a bio and how to develop one
· Provide tips for projecting a professional image
Materials

· Copies of the handouts, one for each participant
· Flipchart paper
· Markers

· Sheets of paper

Overview (3 hours)
Introduction/Ground Rules/Icebreaker (20 minutes)

Objectives and topics (5 minutes)

Key terms (5 minutes)
Recognizing your passions (10 minutes)

Do a community assessment (10 minutes)
Conduct a SWOT analysis (5 minutes)

Vision, goals & objectives (2 minutes)

Vision vs. mission (5-10 minutes)

Developing goals (5 minutes)

Developing objectives (5 minutes)
Develop a plan of action, slides 13-14 (15 minutes)

Delivering your personal message, slide 15-16 (15 minutes)

Public narrative (5 minutes)

Exercise: Story of self (10 minutes)

Personal image (5 minutes)

Example image (5 minutes)

Personal appearance (10 minutes)

Scrutiny (5 minutes)
Exercise: Scrutiny (10 minutes)

Exercise: Examining image (10 minutes)

Caring for your health (5 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.
Trainer’s Note: Conduct a SWOT Analysis (slide 8)
SWOT is an acronym that stands for Strengths, Weaknesses, Opportunities, Threats. Should be noted or explained in translation.

Exercise: Conduct a SWOT Analysis (slide 8)
Ask if participants have ever used a SWOT analysis. What were their experiences? Ask them to work through a SWOT with their “team” (identified during recognizing your passions). Try to identify 3 points for each box. Let them know that it’s ok that they don’t have all the information that they need, this is just an exercise to consider thinking through these concepts at a surface level. As they get more involved in their issue in the future they can use this same process to drill down to more specific strengths, weaknesses, opportunities and threats.
Exercise: Delivering Your Personal Message (slide 16)
Pass out Developing a Bio and ask participants to spend a couple minutes answering the questions. Then on a separate sheet of paper pull together the answers from the handout into a 1-2 paragraph bio. Split into pairs and read each other’s bios. Provide feedback, ask questions and make edits or thoughts to address later. If participants already have a professional bio ask them to complete the exercise anyway, or consider ways to improve upon their existing bio. Is it up to date? Is it engaging? If they have a copy or can access their bio they can use that when getting feedback from their partner.
Exercise: Story of Self (slide 18)
Choose a time keeper. Ask participants to take some time as individuals to silently develop their Story of Self using the worksheet. Go around the group and tell your story one by one. Each person has 2 minutes to tell his/her story and 3 minutes for coaching from the group. Instructions for feedback/coaching are on page two of the handout. If you have a large group, break participants up into small groups to tell their stories.
Trainer’s Note: Personal Appearance (slide 23)
Discuss personal appearance. Stress that these are guidelines and not rules and that it is important for them to consider their image, but also to be consistent with their own personal style. Do participants agree with these tips? What do they like to wear when they need to feel confident and display leadership? For women more so than men, what you wear can impact how you feel about yourself. Do participants believe this is true? 
Additional Resources
· 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 YOTLOT program with best practices and recommendations from NDI's quarter century of working with women leaders around the world.
· Public Narrative Participant Guide
This guide is originally adapted from the work of Marshall Ganz of Harvard University. It provides step by step instructions and exercise on creating a public narrative, including drafting a “story of self”, a “story of us” and a “story of now”.
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