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Program Flow

The training intervention covers five core modules in which the below mentioned focus areas would
be addressed within the given duration.

1. Leadership without a tile

This segment refers to the practical
techniques discussed by Robin Sharma.
Author of a number of leadership
publications and coach to CEOs worldwide.
In this augment participants will be taught to
understand and adopt the four principle
practices of how to be a leader irespective
of position and authority. The core sub
section indicates: managing responsibilities
and accountabilities change leadership,
personadl leadership etc.

3. Emotional intelligence in
managing self and others

Participants will revisit the learning's of the first
series and adopt the concepts of leadership
styles and group dynamic in a simulated
project environmenft. During which learning’s
can be further discussed and applied.

5. Speaking with conviction

2. Decision making and trend
analysis

In this module partficipants will be taught
how to apply the three step process of
making decisions as well as how to
leverage management information and
data for predictive decision making.

As a leader understand that decision
making is a process and no impulsive
decisions are worth making is essential.
The more disciplined you become when
making decisions the better the quality of
eventuadl result.

4. Advocate and influence

With reference to Dale Carnegie
publications on building rapport to
influence this segment highlights
techniques on building greater
stakeholder partnerships.

In this segment participants will be coached on how to deliver a
convince address or negoftiate for success...The segment also focuses
on handling questions and concerns of people as well as techniques

on delivering impactful presentations

lmg_
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LEADERSHIP WITHOUT A TITLE

“Leaders are those individuals who do the things that failures aren’t wiling fo do—even though they
might not like doing them either. They have the discipline to do what they know to be important—
and right—versus whal's easy and fun.” Robin $. Sharma

Leadership styles have changed considerably aver the years., In this day and age we have three
generations working in the same organization. Gone are the days where leaders were respected or
given positions of power based on their age and social background. Today's leaders are young,
dynamic , engaged and self motivated to do better for their organization / themselves and they
don't need a position of power to do so.

DEBRIEF: Complete the leadership style questionnaire Annexure 1

Here are some smart moves you can make today to start changing the game and creating
exceptional results:

1. Remember that you need no title to be a leader. Leadership has less to do with the size of your
title than the depth of your commitment. A company can only grow if all the employees act
like leaders. It's about a choice you can make to do your best work each an every day,
regardless of what position you hold.

2. Shift from victimhood to leadership. Too many people play victim at work and make excuses
for why they are challenged. They blame the boss ,the economy ,the competition or the
weather for their less than mediocre results. A true leader will see cpportunity amid crises.

3. Innovate or stagnate. Mediocrity happens when people refuse to change and improve all
that they do. Look at what happened to Kodak when they refused to change and adapt into
the digital age of photography. The best leaders and the best enterprises have a hunger to
improve and change with time.

4. Become a value creator versus a clock watcher. Work smart and not hard is the motto here.
What's the point of being really busy around the wrong things? Focus on fewer but smarter
activities, the ones that create real value for your teammates, customers and the world at
large.

5. Put people first. People do business with people they like .employees work with employers they
respect. So build your team ,meet your customers and deepen human connections. Treat
others with respect. And put people first.

6. Remember that tough times build strong leaders. Look at any exceptional leader and you'll
find that they stepped into their leadership best during a period of crises. Every setback has
the seeds of an opportunity. Companies like Apple, Google and Amazon were built because
their pecple leveraged disruptive times into brilliant wins. And because their people refused to
give up when faced with difficulty.
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74 Lead yourself first. How can you lead other people if you haven't first done what it takes to
lead yourselfg Get to know your values. Think through what you want your life to stand for.
Become physically, mentally and emotionally strong.

To help better understand this concept lets refer to Robin Sharma's best seller “A leader who had no
title"”

This leadership book is written in the form of a story about a man who as fate would have it meets an
old family friend who infroduces him fo four disciplines of leadership. Each discipline is taught by a
separate mentor who practices the philosophy in their everyday lives.

You will be guided through each of the four main leadership philosophies discussed in the book.

Each philosophy described will enable you to understand that no matter what you do and where

you live , each day presents an opportunity for you to influence other human beings and make a
difference.

You need no title to be a leader

Turbulent times make great leaders

The deeper your relationships the stronger your leadership
- Tobe a great leader becomes a great person.

To better understand each of these philosophies ,extracts of this book will be discussed along with its
relevance to our everyday work lives.
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PHILOSOPHY 1: You need no title to be a leader

"It amanis called to be a street sweeper, he should sweep sfreefs even as Michelangelo painted, or

Beethoven composed music, or Shakespeare wrote poetry” -Martin Luther King Junior

The first mentor is a house keeper called Anna.

Annad's Philosophy outlines that no matter what position you hold in the organization you have the power to
make a difference and that is what makes you a leader. Just think about your own crganization and the
work you do, how much of an impact does it have on the everyday running of the business?

What is my role?

What is the purpose of my job to the company?

What would be the consequences of not performing my job well?

Everybody's work matters, no matter who you are or what you do. 1 is this concent that is discussed in the
first leadership philosophy.

Five rules to internalize this philosophy

Innovation

= Most often
people stop
trying to improve
innovate or
develop. As we
spend more and
more time in our
jobs the more
complacent we
get and setinto
a routine we
become. True

M

Mastery

= Lleaders get the
job done, no
matter what .An
HBR publication
highlighted that
all experts spend
close to 10,000
hours polishing
their skills.

=To become a
master at

A

Authenticity

» An individual's
ability to have an
impact and
make a
conftribufion
comes more from
who you are as a
person than from
the authority you
receive by your
placement in an
organizafion

G

Guts for business

= To lead without
a title you must
be persistent
and courageous
to move forward
with your ideas.

= |n most
organizations
employees fear
the opinions of
their fellow

E

Ethics

* You will never
go wrong in
doing what's
right.

= |f you are ethical
in your decisions
and stance ,
people will learn
to respect and
look up to you.
Maost often this is

5
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leaders are
constantly
thinking of how
they can do
better, work
faster, be smarter
etc.

= |[n the new world
of business the
riskiest place you
can be is trying to
do the same
thing in the same
way as you have
always done
them and that's
when
competition will
wipe you out.

something you
must start small
and work your
way up. Just like a
body builder first
is disciplined to
go to the gym for
an hour a week
before
progressing to @
more difficult
routine.

» How many of us
at work give up
on our own self
development to
soon ¢

structure.

» Most often we
fend to imitate
our peers and
seniors; this is how
damaging
cultures creep in
and politics starts
fo play arcle in
many
organizations.

» TOo be a great
leader you must
be your true self.
Speak, behave
and make
decisions in your
own unique way.

colleagues or
seniors and even
when they have
a suggestion for
improvement or
an idea for
change, it is
suppressed.

= This not only limits
organizational
growth but self
development as
well.

an area
preached but
seldom
practiced.

= Ethics play a
vital role in
making a leader
one who is
respected and
looked upon.

DEBRIEF:

What can you do better at work? What innovations, changes developments can you make?

What are the daily 5 activities which could be implemented to master our skills2
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What makes you so different from everyone else2 What do you bring to the table that is so unique?

Leader who embodies these traits
Name:

Description:

PHILOSOPHY 2: Turbulent times make great leaders

Character cannot be developed in ease and quiet. Only through experience of trial and suffering
can success be achieved. ~ Helen Keller

The second mentor is a sports instructor who talks about the importance of leadership qualities that
emerge during difficult times. An individual's ability o navigate through difficult fimes depends on his
leadership skills. Just think about your own organization and difficult challenges you have faced. If a
project you have been working on for the past few months faces a vital change in direction , how do
you tackle it2 Do you fall prey to the pressure or do you persevere through?

What has been the most difficult challenge you have faced at work this past year?

How did you manage?

What could you have done differently/better?
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Most employees and most businesses avoid dealing with change .They pretend everything is going to
e ok by ignoring the warning signs. The very process of change is always chaofic but if you weather
the storm and preserve you can get through.

Challenging times create better leaders and that is what is highlighted in the second philosophy .The
five rules to internalize this concept is mentioned below:

Speak with
Candor

= |In foday's world
people like to be
surrounded by
those who speak
their minds. They
want to know
where they
stand.

= Being able to
speak up and
share honest
opinions that are
beneficial, is an
essential skill
which many fail
lo practice. In
today's world of
technology most
individuals hide
behind emails
and telephone
conversations
rather than face
to face
discussions. This

Prioritize

» Recent studies
indicate that the
80/20 rule applies
in the field of
management-
Where 80 % of the
results are
generated by
20% of the work
we do. S0 itis
essential that we
identify what is
important and
what gets better
results.

» Prioritizing based
on what is urgent
and importance
is essenftial to
working smart .
This means
thinking about
what creates
maximum impact
and supports the
overall objectives

Adversity breeds
opportunity

= Every set back or
challenge comes
with an equal or
greater
opportunity and
most individuals
fail to realize this.

= |[t's very similar to
Newton's third
law of physics
where every
action has an
equal or greater
opposite
reaction. For
example lets refer
to Edison who
failed a 1000
times to invent
the light bulb
.but eventually
took upon every
failure as a mode
of learning to
help perfect the

Respond vs. react

*The trap a lot of
business people
fallinto is
panicking during
fimes of
challenge and
waste time
reacting to the
difficulty than
thinking of ways
to overcome it.

» Effective leaders
will remain calm
when calamity or
difficulty strikes.
They will not let
the problem
affect their ability
to rationalize a
solution.

= Realizing that
only 10% of the
things that
happen to us are
within our control
is essential and

=Recognition isJ

L
\e?% o[

Kudos

proven as being
the best method
of improving
work mofivation
and employee
engagement
.Recent studies
show that just 1
minute spent on
recognizing
behavior gets
100 minutes
worth of initiative
in return. But
unfortunately 2
out of 3 people
receive no
workplace
recognifion in
today’s
organizations.

causes the of a project / art ,eventually )
greatest organization. leading to working to
communication success. overcome such
divide. challenges is
what makes all
the difference
8
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DEBRIEF:
80/20 Principle

MAIN STRATEGY KEY CONTRIBUTING TASKS

Urgency vs importance

URGEN NOT URGENT
IMPORTANTHE Tasks must be completed right now Tasks you have to plan or they will become
urgent
Tasks which can be delegated Tasks to eliminate as they add no value
IMPORTANT
9
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Stages of reaction

Kubler-Ross Grief Cycle

Denial
Avidance
Cortusion
Efatian Anger
Shock Frustration
Foar ltntaton

Arxaty

Information and

ACC&D‘BI‘IC&

Explarng optians

New plan in place
Waying on

Bargaining
Struggling o tird meaning
Reaching cut 1o others
Telling ona's siory

Depression
Overwheimed
Helplessress

Hosiiky
Flhght

Guidance and

Emotional Support

Communication

Leader who embodies these traits
Name:

Description:

Direction

10
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PHILOSOPHY 3: The deeper your relationships the stronger your leadership

"You get the best out of others when you give the best of yourself” Harry Firestone

The third mentor is a former CEO of a large multinational corporation in China. He has now refired
from his role and pursues his passion for landscape design. Strong leaders have a great backing of
supporters; this stands true for leaders in business, unions, politics, sports and film stars. In order to gain
support you must be able and genuinely willing to network and build relationships with people of all
backgrounds. You never know from where help will be needed.

How good are you at building relationships and making friends outside your comfort zone?

Can you walk into a room, introduce yourself and strike up a conversation with strangers?

How important is the third philosophy to your every day work?

Leading by example is the most powerful tool for positively influencing change in other people.
What is inferesting to notice is that people like 1o work with people who are like themselves OR make
them feel special. This third philosophy focuses on five principles which needs to be adopted.

Helpfulness

» Always do more
than you are
paid fo do. I
reaps direct and
indirect rewards.
Just think about
how you react
when a waiter in
a restaurant
serves you with
extra attention,

Understanding

= To build world
class
relationships you
not only need to
be astonishingly
helpful but also
be
understanding of
people.

*True leadership is
about listening

Mingle

» Having the
confidence to
mix with people
and build rapport
is crucial for any
emerging leader.

= By mastering the
art of building
rapport you will
be able to
strengthen

Amuse

» Productivity is
connected to
your mental
wellbeing .
Therefore being
in a positive
frame of mind
and feeling
relaxed has
direct and
indirect benefits

Nurture

= In the past
many
organizations
looked towards
their gain and
betterment
rather than to
the wellbeing of
the staff. In
today’s world
things are

11
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do you not feel
the need to tip
more?

= Most often we
have become

and letting other
people feel
heard. It is only
when this
happens that
your feam mates

existing and new
relationships.

= Using people
names, having
the right body

towards the work
you do.

= No one wants to
work with a
serious bore and

different and it is
crucial that
leaders focus on
developing the
skills and
capabilities of

deser.wsitized to be wiling to go la hdbage. work m_UST be the individuals
situations, and e etroriile speaking in a engaging for a they work with, It
lack any interest | oy show their | fONe and | leadertofeel is only by
of going the support. mannerism thatis | truly successful. nurturing and
extra mile. conversatfional growing
wf_ll help you capability that
mingle better. you move
forward.
DEBRIEF:

Person who has the biggest influence over you?

Name:

What makes them special?

1

2

3

How can you adopt those beliefs and behaviors into your own life?

Leader who embodies these traits

Name:

Description:
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PHILOSOPHY 4: To be a great leader first become a great person

“Greatness on the outside first begins within” Unknown

This philosophy outlines the importance of developing your own internal capability before
developing that of others .A frue leader will gauge his success by the influence he has had on others
and the change he has seen within himself rather than the money or position he has achieved.

To figure out where your priorities lie answer the below questions.

How long do you sleep?

How long do you take to get ready for work?

How long do you spend at office?

How long does it take for you to travel to and from work?

How long do you spend watching TV?

How long do you spend working out?

How long do you take to have breakfast?

How long do you take to have lunch?

How long do you take to have dinner?

How long do you spend with your family?

Understanding the importance of focusing on your self is an essential part of becoming a great
leader. Personal leadership and self mastery is about the following five principles that need o be

adopted.

See clearly

» Self awareness is
the biggest blind
spot most of us
have. We seldom
know or want to
know of our true
nature,

= Having the right
mindset and
positive aftifude
is also essenfial.

Health is wealth

» Health is the
one thing we
take for granted
until we lose it.

= |t is no secret
that our energy
levels are
affected by
what we eqt
and how much
fime we spend

I]

Inspiration matters

= How Ccan you
inspire your team
mates at work or
energize your
customers to

support you if you |

are uninspired or
de-energized
yourself?

= Star performers
understand the

Neglect not your
family

sWhat's the point
of being super
successful if you
have no one o
share your
success with?

sResearch
indicates that «
solid foundation
at home sets an

Elevate your
lifestyle

= | eadership is
also about
enjoying what
you reap. A frue
leader does not
work to earn
more but instead
works with a
passion and
through it
improves his/her

13

Digitized by Noolaham Foundation.

noolaham.org | aavanaham.org




Digitized by Noolaham Foundation.
noolaham.org | aavanaham.org



Most sport stars
practice this on a
regular basis.
Keeping your
mind focused on
what's important
is key to
performing at
your highest
peak.

= True leaders
have a positive
mindset and
know their
capabilities .But
at the same time
they are wiling to
assess their blind
spots regularly.

on exercise.
Health staftistics
are quite
shocking with @
rse in number of
heart attacks
and cholesterol
levels doubling
for people aged
between 20 - 40
years old

= Understanding
the important of
balancing your
life style in a
healthy way will
make you look
and feel like ¢
great leader.

need to
constantly
alternate
between
performing and
faking a break.

= The brain is an
energy machine,
consuming 20
percent of the
body's calories,
even though if's
only 2 percent of
fotal body mass.
Energy that gets
expended must
be resupplied

= Taking a break
to refocus and
relax will help you
build up your
energy

individual up for
success in the
workplace.

*Feeling cared for
and loved by
family is such a
powerful tool to
help boost your
leadership and
personal success
that it must not
be sidelined.

*An exceptional
leader is able to
maintain a
proper wok life
balance and
that is what
make him/her
successful in life.

lifestyle.

= [ can be with
tangible or
intfangible assets
but the sense of
achievement is
without a doubt
felt when you
can truly own or
do something
that was once
beyond your
means.

DEBRIEF:

OPEN AREA

BLIND SPOT

Unknown by sel

FACADE

UNKNOWN
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List five things you will do to immediately refuel your inner leader
1

2

3

4

5

Leader who embodies these traits

Name:

Description:
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BASICS OF MS OFFICE USEAGE

Understanding the use of Power Point:

Power point is a visual tool presenters use to support their presentation. It is important to understand
that this is a tool which can help improve the quality of your speech but in no way replaces the

speech/presentation .Most presenters fail to realize this balance and hide behind their power point
slides.

Topics to be covered

1. Basic tool bar

2. Graphs and charts

3. Image adjustments

4. Insert video clip

5. Slide transitions

6. Font and placement

7. Animations

8. Other

16
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PRESENTATION DESIGN AND LAYOUT

0", e
Cover slide PQ\- foe”

D ke

g._.-'l:..}’w‘f‘ 'f"-,g'-é '“f'”?rt‘-f!‘,:'*

(ﬁ%gd«%q-h g\ﬂfl‘f . e Aodr h
p/l "

i Y Q'jrr"r " 3 - .
L3 =1 M v v T

(D @i Kaune gwdp
D

: ) RTINS R
r?i 5 ad g rs (
Lod sy v . :

Content slide

f\ 1}
“bvad — Colhy

w— ({_‘r' Lyi

L2

()

Numerical slide

Graphical slide

-y

Objective slide

Ly G

Informative slide

-

1 ‘]
L=

Y (1 ndr T .

i fn;._- wt Y

Image slide layout

other slide
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Summary slide Final slide

Other do's and don'ts when designing your power point presentation
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Understanding the use of MS Word:

Topics to be covered

1. Font/image

CU ‘I')f

2. Cover page

3. Page number

4, Watermark

5. Changes and comments

6. Text box and layout

19
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Understanding the use of Excel: —
Topics to be covered

1. Layout and toal bor‘l

2. Basic tables .

- e l!_"l ] 1

"_; I“A,’Ef‘p" :-I\;'f 1y n ‘:t e ”
= i‘dm & SDrwern v |'r" .
3. Hyperlinks —leaads . Ky [ Celevin
4. Comments
5. Shortcuts
6. Freeze panes
7. Drop box
8. Statistical reports
20
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REPORT WRITING BASICS

The following layout is a basic draft for writing proposals or reports and can be expanded on as
required,

) o2 !
1. Cover page — ff_)aff ! L et

Q’L QW" V4t WM ! ey v

2. Content

é"‘ﬂ:- a l A £ v Wﬁﬂﬂ

3. Executive Summary

]

O 1)

j A y

4. Background ! / _ ' 1 5.2 et % \\I .

rﬁ;o o Sy i / ".?(; } o 5
I
5. Analysis & observations
Vv '.TL.Ii Lo vml

.
AN RLCAC S

6. Proposed amendments
7. Way forward/Solutions
8. Conclusion/summary
9. Final page
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EMAIL WRITING BASICS

The following layout is a basic draft for writing emails and can be expanded on as required.
TO
4
BCC/,
SUBJECT C b, Wywabr  of waevde L Tl Eahogut

(Address) . Sles o — Co rein®\ e
N eI @y N R VY Gl Ry i

(Acknowledgement/Greeting)
(Theme/Purpose)

7
(Background)

(Way forward)

(Signature)
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