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that  help so lve problems -
in  other  words,  " th ink ing
up" and "speaking up."

tlc re,gvh o(
eSf q*ive lea d etdli? i s
pe4le wor{rrrp +qe+I*:
to achi eve a goal.

l.eaderchip des'r'+ neezssa"V f?n 
itrlkrry eherg' -

+Ise aye ̂ 4Ally e17'791!$$f WAfg To lEAe.
For e><ample, you e;ln lud b7,

9€;ttttr6 Ail
e}rAn?tE
for others to fol low, in
what you say and do.

]l?,W.]lO
to *trrg
9vleno|J,e'eg
and disagreements bY
encouraging a sPir i t  o f
cooperation.
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f f i@
devdqirgleadan4.ig

*ills
6qavx,'- even
though evqlone tsr'l+ a
born leader -- everfone e-an
devdop leederd''i1 *llq and
ev*foNecAN ENW(
€lom vgirlg fhem.

lr,4v-,++er y ov' re aVgointd,
de*+d or simgly assum-
irp an in(ormal leade:4',iV
role,laderd''ip *lls
o*in ldV fov:
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coilfFreuft
to the achievement of
group goals ,  by help ing
focus everyone's energy
on the task at  hand.

GP4,TT
profess ional ly ,  s ince
leadership sk i l ls  can be
appl ied in  any l ine of
work.

Erl,OY
personal growth and
satisfact ion, from know-
ing that  you ' re making
a d i f ference in  the wor ld
around you !
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trrFfffEtf --'
,;lil1j;;iiion ii ieni j
Via,lgtteas; rnemo3,
reporltS,, etC; , ,l

UiltuFrflEfl
Ail9 uflgPorE|f
- peOple,iorm,attitudes .
and,ooinio.ns pqsed upon
the CornmUniCatoi's tone
of toiCe,'bodt language;
mahherismS, etd.

*somet imes a speaker  (or  wr i ter )  uses other  communicat ion too ls .  such as
char ts ,  s l ides and f i lms,  to  he lp  get  a  message across.
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)onpuil.c,'aoRb
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o DEVELoP YouR SPEAKING v( I
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SKILLS. Speaking, whether to , jrfFrTTeil
an individual or to a group, is I COfflfUillCAfiON
a sk i l l  that  improves wi th
pract ice.  |  

.  BE BRIEF.  St ick to  the sub-
ject at hand, to avoid confus-o BE "TIMELY." Present only I  lng your readers.

in format ion that 's  current  and |  
-  '

re levant .  A lso make i t  a  point  |  '  BE ACCURATE. Check a l l  the
to be on t ime and st ick to the I facts before putt ing anything on
schedule.  I  Paper .

.  pRACT;CE GOOD L;STENtNG I  o  KEEP lT  SIMPLE.  Don ' t  use
HABITS.  Be cour teous and I  confus ing terminology or  un-
pay at tent ion to what 's  being I  ng.essar i ly  compl icated ex-
said. Take notes, and ask I planations.
quest ions i f  you ' re confused.

.  KEEP A POSITIVE ATTITUDE.
Smi le!  Even i f  you d isagree
wi th what 's  being said,  don ' t  le t
your  emot ions in ter fere wi th
c lear  th ink ing.  Summar ize wi th-
out  in ject ing your  opin ions,  too.



GOi lTOW
o++er im?offirt
le-aderd',iV *lb

You ean
s+ar+ b,1
betoming
"Team-
mindel."

/*^
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N a leadu, you can e.neowo9
q:rthvgr?qn and ? genee of bdorpirp

(n
amorp grov? me.rnbeagW *lowiry:

Fet?*tP.urttegg
Others wi l l  be more wi l l ing to  share
ideas i f  you ' re in terested in  them as
people, too.

vlrg?*btAilPlilG
Everyone makes mistakes. TrY to be
constructive, tolerant and tactful when
of fer ing cr i t ic ism.

FA.F|t?'a'
Equal treatment and equal oppor-
tunity lead to an equally good effort
f  rom al l  group members.

cfiP wllt
Group members wi l l  take thei r
tasks more seriously i f  you show
that you're more interested in group
goals than your own personal gain.
Remember,  vo lunteers should be
treated accordingly.
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ra,tP eulElryoilertoffirre
aostaFD taelr GoA.s

A +sm o( individvaLg wotkrr-l
+og4tI*:, *leriry idqg and
raeorteibili+ieo, @n auompli*'t
much more +han a
indzvidvaLs workrrp

penrilP E;v6pY.o]re
of the group's purposes from t ime
to t ime. l t 's easy to become side-
tracked and lose sight of your goals.

??ov.ge
atepveAG/at^eilT

and motivation, by showing your ap-
preciat ion for good ideas and extra
effort.

lappoilr2e
g.iGegJENou-g

and disagreements between group
members by stressing compromise
and cooperation. Don't hesitate to
make decisions, however, when
necessary.

IilYOLYg
E;94;lo]r?

in discussions and decisions, even
i f  i t  means ask ing for  opin ions and
ideas.

tgim o(
alone.



@erTow
fireP{Eo/Ptg AF,oUilD YoU

lvetyone hag di$fen:* abilineo, vnnts,
ne*lg and pvrpose-9 in life. Tq ge+ alorp
with o't+er puple and get reevl+s, you
nul +o find ouf wheP. rffiVca tl.ert'r 6ck-.

lrrfeFACT WrT]l
6pou? nwrgaeg
as often as possible. The
best way to get to know
someone is  through d i rect
personal contact.

w|ie
FAliltr/AF. WrT]l
gva$l p,e$saP
of your  group or  organiza-
t ion. Take note of each per-
son 's  un ique  qua l i t i es  and
character is t ics.



w ornePb
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Pvt your J+towldge and vndetg+andirp
o( eaeh grou? member +o worL!

geawAne
oF e'PE4,7,Afio]tg

Everyone deserves individual
treatment because everyone
expects something d i f ferent  -
recogni t ion,  a chance to learn,
a chance to work wi th other

??ov|9g93etA8{u9
There 's  no subst i tu te for  a pat
on the back.  l t 's  a  source of
personal satisfact ion and pos-
i t ive re inforcement  for  a job
wel l  done.

gE CJPEATNE
A dul l ,  repet i t ious rout ine can
cause boredom and poor perfor-
mance.  The successfu l  leader
is often the one who is able to
think of new (and better) ap-
proaches to old ways of doing

OEU?,GATE
PEg,?o]tgrgl'Wfl,eg

Everyone should share the work
to be done, so that everyone
can share pr ide in  the group's
accompl ishments.  Everyone
should know what's expected of
h im/her ,  what  resources are
avai lab le,  what  deadl ines to
meet ,  e tc .



tArJefiE tilrnT.ve
Why stand around and wait for some-
one else to get things started? Roll
up your  s leeves and d ig r ight  in !

ocFQfl- retp Arfg
!ilFoF.ll/Aftorl
Your  unique knowledge and sk i l ls
may be just what's needed.

SCEIL tt?l,p
Ail9 tilFoF#rAftoil
Ask for advice i f  you need i t .
This wil l  encourage group involve-
ment  and help accompl ish group
goals.

ne|€ttt tro9 nAwep
By being decisive, energetic and en-
thusiastic, you can and wil l  help gel .
th ings done |  /

I
FiloSr SrFAf Ailg lfoSt
To gAY,'llo/
l f  your t ime and resources are
already committed, turn down extra
tasks, but do i t  pol i tely.
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o
STATE THE PROB.
LEM as s imply and
clear ly  as possib le.

o
GATH ER and
organize a l l  re le-
vant  in format ion
and avai lab le
resources.

e
LIST as many
ideas or  so lut ions
as you can th ink
of.

DESIGN A PLAN
for  us ing your  idea
or  so lu t ion .  l nc lude
a t imetable,  ass igned
ro les,  and resources
to be used.

@
EVALUATE each
idea or  so lut ion and
choose the best one,

And, don'l
(orgei to
follow up on
\fovr plan by
adarg why
yovr idq or
e'c,luhon did
or didn'+ worL.

Wlve++ex yov're +a@d wifh
a dgdgion fo 7rrab or ?
conFfict to redve, fiollowir1g
+h,s lqgical approaeh will help
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t+'g l+e $rs+ s+eP +o vndetstandirp o*I*ss.
hefore you efrn gueres(ully ir*ncf wifh oi**ts, you
nul to angvter ++ee 7 importrn+ qve-sliong:

What  are my goals ,  purposes
and expectat ions in  work ing
wi th th is  par t icu lar  group
or organization? What are the
purposes of the group, as a

Am I  a leader  who helps
solve problems,  a leader  who
helps people get  a long,  a take-
charge leader ,  a  person who leads
by example or  a person who is
able to  combine these d i f ferent
leadership styles? How do others
see me as a leader?
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tr
n

ralirg a (ew minutes
to answer ++ee
qve-shons e;in ldp you
d e+et mme y ovr gtrurgthe
and weab'reg9ea:

Do I try to be aNare of
lpw ollrets +hinLand {eel? ..........tr

Do I try +o t',elV otfus perform ,
to fhe &,s+ o{ +leir abili+ie* ........tr

Am t willing to
a@respor',sibilif.y? ....................A

Am t Willing to try re.W ideas
and re.W Wa/s oF &ing things? ...................n

Am t able to @mmunicate
with o+{ers e{{ee.tivelZ .......... .....t1

Am t a gd problem slver? ........tr

Do t ma/<.e- i+ a ?oin+ to offer
or se& he lp w l.er"e v er newsary? ..............a

Any ttfloa atwwetg mq
indie.ate areas in which

improvemerr+ ig nelel.
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Pl'Ap
Aftq analyzirg yovr etrupt*lg and

,1saknegre, i+tg +ime +o nb ?clion.

oev.*A9T?AtaCV r.oF-
o?GeAo.tta YolrF 9ptw9

For example, you can
im?rove tovrz
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{wetr*rAilD r€AF.il
[rom o++',er eF{eetrive ]eadqs

{ c*t TNYoLVED
by mahng your
group,s Wab
and gvrpos*
your oWn.
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