
 

 
Coaching and Mentoring Skills 

 
Make your team members want to give 110% — for themselves, and for their team. 

You'll instill the kind of energy and enthusiasm that makes productivity soar. How? Supplement your 

own managerial abilities with compelling employee coaching and counseling skills, and watch the 

incredible results. 

This team-building training will teach you step-by-step, how to produce a manager's "game plan" to 

ensure you'll reach your goals and objectives. Plus, find out how to maximize every employee's 

abilities … and uncover strengths and talents you never knew existed! 

 
The want-to-win attitude: how to build it 

• How to harness natural competitiveness as a positive, powerful force 
• Four insightful tips for follow-up employee coaching to keep your "players" on track 
• Self-management and empowerment: how to get others to direct and motivate themselves 
• Ways to spot and overcome the anti-management attitude 
• The right touch: how to be supportive without “overmanaging” 
• Power motivators: the winning secrets of the all-time greatest coaches 

 
  Strategy and planning essentials for managers/coaches 

• How to ensure you've got the right people playing the right game: proven strategy tips that 
work in theory — and in practice 

• As you build your roster — how to spot superstars and problem players, and identify strengths 
and weaknesses 

• Snap judgments — clever solutions to maximize your ability to think on your feet 
• How to know if you’re an over-communicator 
• The "Ex-Dem-Pra" employee coaching model that has motivated millions 

 
 How to coach your team 

• Team-building training that shows you how to recognize individual strengths and organize 
players into position 

• The secret of winning acceptance as a coach/manager: promoting upward communication on 
your team 

• Peer conflicts — how to defuse them before they affect the entire workgroup 
• How to involve antisocial employees and loners 
• Specific tactics to balance team goals with individual ambitions 
• Ten easy and inexpensive ways to promote great team morale 

 
   



 
 
 Coaching and counseling the problem player 

• Non-directive counseling: a proven approach that helps employees discover their own 
solutions 

• Ten warning signals an employee has personal problems affecting work performance 
• The “Monday Morning Quarterback” — how to handle fault-finders and criticizers 
• High-impact coaching skills that deter goof-offs, time-wasters and procrastinators 
 

  How to handle a coaching/counseling session 
• Inquiry land mines — three types of questions you should never ask 
• Expert listening skills: the proven method to ensure you really hear what the employee is 

saying 
• Should you offer your opinion? When to give advice and when to be neutral 
• How to deal with anger, crying and other emotional responses 
• Denial: what to do when someone won't admit to a problem 
• How to reach an agreement and get a firm commitment when you close a counseling session 

 
 Coaching superstars: how to be a manager and a mentor 

• Tips to ensure you recognize employees with great potential 
• Essential techniques for mentoring employees that keep high achievers enthused, challenged 

and interested 
• Ways to offer constructive criticism to a top performer 
• Incentives to offer when you can't give raises or promotions 
• What you should expect to bring to — and take from — a mentor relationship 

 



EFFECTIVE MANAGEMENT & LEADERSHIP SKILLS 

What does it take to be an effective manager or supervisor in today's world?  It's more than 
just checking off items on the to do list and filling out the appropriate forms.  Today's 
managers wear many hats and in addition to managing projects and programs, they must 
be effective leaders of their teams as well.  This two-day workshop will help you grow in all 
areas of leadership and management and when applied will result in improved team 
performance. 

DAY ONE 

Management, Supervision, and. Leadership 
• Discover the Skills, Habits, and Attitudes necessary for success in management
• Gain a deeper understanding of your roles as a manager
• Realize the difference between management and leadership
• Learn 5 different styles of supervision and when to use each one.
• Avoid the common mistakes made by managers every day
• Learn to manage remote employees effectively

Getting the Work Done 
• Learn effective time management skills and prioritize your work
• Setting realistic goals for yourself and others on your team
• Become more effective at delegating and assigning work
• How to hold regular update meetings and provide feedback

Know Your People 
• Evaluate the strengths and weaknesses of your people
• Learn to read people by understanding their behavioral styles
• Discover how to reach people of different learning styles and different generations

Effective Communication Skills 
• Discover how to have impact when speaking with others
• Build strong relationships through conversations
• Learn to listen to understand
• Discover the secret to communicating assertively without being aggressive
• Improve your written communication skills in emails and reports
• Learn to make presentations that get results



Inspiring Cohesion, Trust, and Responsibility 
• Learn how to set an inspiring vision for your team
• Build trust and credibility in your words and actions
• How to recover when you’ve made a mistake

DAY TWO 

Lead with Emotional Intelligence 
• Managing your emotions in pressure situations
• Dealing with negative attitudes and perceptions
• Motivating and inspiring your team to achieve more
• Learn the 5 C’s your brain needs to function effectively
• Help your employees find meaning in their work

Dealing with Change 
• Become a change agent for your team and organization
• Learn the 5 ways people respond to change and how to help them
• Create a plan for dealing with any change, small or large.

Performance Management 
• Create a performance plan for each person
• Evaluate the individuals on your team based on skills, attitudes, and behaviors
• Learn the steps of an effective performance review
• Examine the causes of unacceptable performance
• How to hold a accountability conversation with an employee

Coaching & Mentoring 
• Learn how to help your employees improve their performance
• Use fundamental coaching skills to build a culture of teamwork
• Know who you can mentor and how and when to do it
• Managing conflict when it occurs

Personal Excellence 
• Become a leader of influence
• Determine your next steps on your career path



 

 
“First Time Management Pitfalls”  

 
You earned your new supervisor position … this training will help you make the most of it! 
In your previous position, you did a great job. Yet, you're smart enough to know the skills that 
made you a great team player won't necessarily make you a great supervisor. For any new 
supervisor, training is key to success in this role. 
 

• It's not enough to follow directions … now you must give directions about what gets 
done, when, and by whom. 

• It's not enough that your projects are accurate and on-time … you have to help others 
keep their projects on track, and see that everyone works together. 

• It's not enough to focus only on your department … suddenly you're a member of the 
management team. Your new peers will expect you to have a broader perspective, 
including other departments. 

• It's not enough to keep yourself motivated … you have to be a coach, cheerleader, and 
"strong shoulder" to people who have bad days, conflicts with each other, and other 
demands that you might not be able to satisfy. 

 
 
   Learn to take charge of your new supervisor position 

• The first (and most serious) temptation the new supervisor faces — and how to resist it 
• Self-learning goals  
• What your supervisor wants (and doesn't want) from you  
• Important questions to ask during the first week at your new job 
• The paperwork mountain 
• How to get off to a good start — specific guidelines that will help you earn respect right 

away 
• Ways for supervising former peers — and current friends 

 
Find out how to achieve results fast 

• Bureaucracy-basher, expediter — and five more hats you’ll wear as a manager 
• How to assess: 

o your people so you can minimize their weaknesses and maximize their strengths 
o your team so you can adopt the appropriate leadership style 

• Take the necessary steps to reduce your staff members’ resistance to change and motivate 
them to do more 

• Leadership errors: how to recover when you make a mistake 
• Learn ways to achieve personal excellence as a leader 
 

 
 
 



 
 
Discover ways to develop your employees 

• What you should delegate — and what you must not 
• How to delegate work and ensure it’s done right — without meddling 
• The delegation traps every manager must learn to avoid 
• What motivates employees according to them (Many managers have it backward. Do 

you?) 
• How to help your employees find more meaning in (and better connection to) their work 
• Proven motivators and rewards to help your employees succeed 
• The basics of an effective performance evaluation 
• The most common causes of unsatisfactory performance and how to help your employees 

overcome them 
• Understand the critical factors in administering discipline, so you can correct behavior 

without destroying their motivation to change 
 
Identify what’s needed to build confidence and competence 

• Management communication: skills for projecting authority and getting cooperation from 
your new staff 

• The five most important ways people communicate 
• How to recognize the "red flags" of body language 
• The power of a positive mind-set: where it comes from, how to get it, and how to keep it, 

no matter what's happening to you 
• The one key quality you can develop that determines your influence with others 

 



Management Skills for New Managers 

This training course will teach you how to manage people and give you the crucial 

foundational skills to shift from being an individual contributor to a well-respected 

manager who can achieve team success and drive bottom-line performance and growth. 

Using guided role play, exercises and practice sessions, you will discover how to adjust 

your management style and tackle new challenges. In-depth management skills practice 

using the Situational Leadership combined with interactive activities take you through the 

paces of motivation, delegation, coaching, communication, performance management and 

leadership. You will be able to improve on key weakness areas, play to your strengths and 

get the best results from every member of your team. 

How You Will Benefit 

• Gain a deeper understanding of your roles and responsibilities

• Improve communication to effectively set expectations for yourself and your direct

reports

• Adapt your leadership style to meet the needs of individual team members

• Communicate organizational goals that get results

• Apply delegation strategies to increase productivity and motivation

• Use effective coaching techniques to maximize your team’s performance

What You Will Cover: 

Your Role as Manager 

• Identify qualities and abilities required for effective management

• Understand your role and responsibilities as manager

• Learn to transition from individual contributor to manager

• Know how to work effectively with a multigenerational workforce

• Understand the nuances when managing remote teams and across the matrix

Performance Management 

• Identify the challenges to effective performance management

• Understand and conduct performance planning, facilitation and evaluation



• Practice the skill of setting goals, providing effective feedback and conducting

alignment discussions

Effective Communication 

• Recognize what effective communication really is

• Understand the communication process

• Know the barriers that can cause derailment and misunderstanding

• Identify the relative importance of face-to-face communication

• Get a firm grasp of the five building blocks of managerial communication

• Learn to match the right communication method with your communication goal

• Identify the challenges and practices when communicating virtually

Understanding and Appreciating Situational Leadership: 

The Art of Influencing Others 

• How to develop people, value differences and encourage honest communication

• Develop your leadership style to gain commitment from employees

• Match your leadership style to your developmental needs and task at hand

Coaching for Performance 

• How does coaching develop, enhance and achieve goals

• Know the requirements and importance of coaching

• Practice coaching and correcting difficult and challenging behaviors

• Use the AMA Guide for managing a coaching discussion

• Identify the differences between coaching and discipline

Delegation for Growth and Development 

• Understand the different types of delegation

• Know the benefits and challenges of delegation

• Recognize your comfort with delegation

• How to conduct an effective delegation conversation

• Practice your delegation skills

Who Should Attend 

Managers with one to three years of experience who are seeking additional management training 



Mastering Leadership Series

Topics, by month: 
➢ 2 Hour-micro training sessions
➢ Coaching sessions to follow that include reinforcement, application, and best 

practices

1. Management, Supervision, & Leadership:  What’s the Difference?

• Defining the differences between a Manager and a Leader

• Discovering the skills & attitudes necessary to be effective

• Assess your leadership/management effectiveness
i. Coaching, reinforcement, and application *45-minutes

2. Know Your People:  How to Read People to Identify Strengths and Weaknesses

• Behavior and communication styles

• Learning styles

• Generations and other significant factors
i. Coaching, reinforcement, and application *45-minutes

3. Assertive Communication:  How to Communicate with Impact

• 4 factors that contribute to effective communication

• Understanding assertiveness – how and when to use it

• Write reports and emails that get results
i. Coaching, reinforcement, and application *45-minutes

4. Performance Management

• Setting expectations

• Writing performance reviews

• Conducting the annual performance review interview
i. Coaching, reinforcement, and application *45-minutes

5. Handling Performance Issues and Working with Poor Performers

• Holding people accountable for poor performance

• Coaching poor performers for improvement

• Know when to involve the HR professionals
i. Coaching, reinforcement, and application *45-minutes



6. Vision, Values, and Priorities: Determining the Future

• Align with the mission and values of the organization

• Know what to do in difficult times

• Bring the vision down to their level
i. Coaching, reinforcement, and application *45-minutes

7. Succession Planning: The Art of Mentoring

• Building a cohesive team

• Assessing strengths and coaching for growth

• Seven Steps to Empowerment
i. Coaching, reinforcement, and application *45-minutes



 

 

 

Leadership Development 
Develop forward-thinking leadership qualities to take you and your team to the 

next level. 

Agenda 

▼    Overcoming Today's Common Leadership Issues 

• Managing with limited resources: learn to get the most out of your team 

• Overcoming "we already tried that, and it didn't work" or "this is the way 

we always do it" mentality 

• How to show meaning in our work: everyone wants to make a difference, 

learn to show your team the value of their actions 

• Leading through uncertainty: how your credibility can instill confidence and 

commitment in others 

 

▼    Assess Your Leadership Qualities 

• Discover your leadership ability with practical and proven ways to 

determine your Leadership Quotient 

• Determine your ability to successfully communicate and inspire others 

• Uncover your leadership "sweet spot" and learn how to create natural 

followers 

 

▼    Grow Your Leadership Mindset 

• Learn specific ways to strive for and achieve personal excellence as a leader 

• Understand your team's expectations and the role character and integrity 

plays in leadership 

• Learn what distinguishes the best leaders from the rest 

• Recognize the difference between managing and leading, efficiency and 

effectiveness; success and failure 

 

 

 



 

 

 

▼    Building Trust in Your Leadership Ability 

• Build personal relationships through engaging conversation 

• Be a true team player by productively contributing to the group 

• Become more open-minded in order to learn and grow 

• Perfect your listening skills and empathize with your team 

• Be aware of what you are saying and say it well 

• Capture the attention of an entire group to develop a strong rapport 

• Spend the time constructing and encouraging a relationship that will prove 

successful in the long-run 

 

▼    Moving to the Next Level: Core Strategies of Leadership 

• Take away effective ways to instill a positive, compelling vision within your 

team 

• Tips, tools and techniques to recruit, attract and develop the best people 

• Ensure you have robust communication within your team and across your 

organization to make certain it runs well 

• Become competent in the skill of disciplined execution 

 

▼    Coaching and Developing Your Team 

• Improve your ability to communicate effectively with those who view your 

suggestions with skepticism 

• Maximize your team: identify untapped talent and turn solid performers 

into superstars 

• Implement a culture of teamwork with fundamental coaching skills 

• Tips to help your team build and strengthen collaborative relationships 

 



 

 
“New LEADER Development”  

 
Get the skills that propel you to the next level of success. 

 
You will explore how to maintain technical expertise while demonstrating the right 
type of supervisory leadership. This training will give you the personal, 
interpersonal, and group skills to be influential in one-on-one situations, facilitate 
group performance, and become an effective leader. 
 
How You Will Benefit:  

• Develop interpersonal skills that help you communicate, listen and handle 
conflicts in your supervisory role 

• Become more effective at influencing others 
• Accomplish goals and control outcomes when dealing with staff, peers, 

management and other departments 
• Learn how to work with groups and teams to solve problems and accomplish 

projects 
• Hold performance discussions that result in changed behavior and enhanced 

productivity 
• Analyze your own style of behavior and recognize your 

strengths/weaknesses 
 
What You Will Cover:  

• How to empower yourself and your staff 
• What leadership is from the supervisor’s point of view 
• How to build credibility and trust 
• Know when and how to seek help 
• Analyzing effective listening processes and skills 
• Learning participative leader skills and techniques 
• The three steps of the continuous performance appraisal process 
• Coaching, mentoring and how to give constructive feedback 
• Decision-making tools for effective leadership 
• How to apply problem-solving techniques to solve actual problems 
• Teams vs. workgroups: learning to lead and build personal effectiveness 

 



 

 
The Art of Servant Leadership 

 
 

 The dictionary defines the word Servant as ‘a person who performs duties for others, especially a person 

employed in a house on domestic duties or as a personal attendant’ but as the saying goes the servant-leader 

is a servant first.  

While the idea of servant leadership goes back ages, many a great ones have practiced treating their servants 

as the same from sitting and eating with them to serving them. The above was validated by the modern 

servant leadership movement launched in the recent past. 

 
“The servant-leader is servant first… It begins with the natural feeling that one wants to serve, to serve first. 
Then conscious choice brings one to aspire to lead. That person is sharply different from one who 
is leader first, perhaps because of the need to assuage an unusual power drive or to acquire material 
possessions… The leader-first and the servant-first are two extreme types. Between them there are shadings 
and blends that are part of the infinite variety of human nature.” 
 
From a corporate perspective, Servant leadership is a philosophy that involves focusing on others (i.e. your 
employees), and focus on their success, and in turn build better professional relationships that can benefit 
both manager and employee. Servant leadership shows that managers can be great leaders while boosting 
their employee’s confidence and further their success at the same time. So why is Servant-Leadership not 
prevalent? 
With our “Servant Leadership” training, your participants will discover the specifics of how servant leadership 
works and how it can benefit both leaders and employees.  
 
Key Objectives of The Course: 

• Define servant leadership 
• Know the characteristics of servant leadership 
• Recognize the barriers of servant leadership 
• Learn to be a mentor and a motivator 
• Practice self-reflection 

 
Course Outline: 
Module Two: What is Servant Leadership? 

• A Desire to Serve 
• Knowing to Share the Power 
• Putting Others First 
• Helping Employees Grow 

 
Module Three: Leadership Practices 

• Democratic Leadership Style 
• Laissez-Faire Style 
• Leading by Example 
• Path-Goal Theory 

 



 
Module Four: Share the Power 

• Being Empathetic 
• Learn to Delegate 
• Their Success is Your Success 
• Know When to Step In 

 
Module Five: Characteristics of a Servant Leader 

• Listening Skills 
• Persuasive Powers 
• Recognizes Opportunities 
• Relates to Employees 

 
Module Six: Barriers to Servant Leadership 

• Excessive Criticism 
• Doing Everything Yourself 
• Sitting on the Sidelines 
• Demanding from Employees 

 
Module Seven: Building a Team Community 

• Identify the Group Needs 
• Complement Member Skills 
• Create Group Goals 
• Encourage Communication 

 
Module Eight: Be a Motivator 

• Make it Challenging 
• Ask for Employee Input 
• Offer Incentives 

 
Module Nine: Be a Mentor 

• Establish Goals 
• Know When to Praise or Criticize 
• Create a Supportive Environment 
• Create an Open Door Policy 

 
Module Ten: Training Future Leaders 

• Offer Guidance and Advice 
• Identify Their Skill Sets 
• Methods of Feedback 
• Establish Long Term Goals 

 
Module Eleven: Self-Reflection 

• Keep a Journal 
• Identify Your Strengths and Weaknesses 
• Identify Your Needs 
• Creating Your Own Goals 
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