Maximising your effectiveness
as a leader

Accountability –
What have you
been doing?

Unhelpful Thinking

This won’t work
for me
How could I make this
work for me?
because….
When could this be
useful?

Today we’ll discuss:
§

Your leadership aspirations – so you can achieve them

§

Some ways to prioritise effectively – so you can prioritise your
work and focus your time on what is important

§

Tips to delegate – so that you can promote personal and
organisational growth

§

How to empower others – to ensure you are always
communicating with clarity and asking the right questions as a
leader to build capabilities

Working in pairs

What type of
leader do you
want to be?

“

If you want to lead, invest at least
40% of your time in leading
yourself first.
Dee Hock, founder of Visa

“

1. Self awareness

1. Character traits check

Who was the worst /
best leader you’ve
ever had?
Why?
What did they say,
do, how did they
behave?

2. Self reflection

Create a 2 minute daily habit

How did my leadership
go yesterday?
How would the leader I
want to be approach
the challenges I face
today?

Are you efficient or
effective?

“Efficiency is doing things
right;
Effectiveness is doing the
right things”
Peter Drucker

In your groups – coach each other
What REALLY gets in the
way of your work goals and
priorities?
What could you do to
change this?

“ Most of us spend too much time on
what is urgent and not enough time
on what is important.
Stephen R Covey

“

Urgent/important matrix (Eisenhower Matrix)

Not Important

Important

Urgent

Not Urgent

1) Do First

2) Schedule

First focus on important tasks
to be done the same day

Important, but not so urgent
stuff should be scheduled

3) Delegate

4) Don’t Do

What’s urgent but less
important, delegate to others

What’s neither urgent nor
important don’t do at all

Source: Eisenhower

Prioritisation tips

What is resilience?

§

Understand the value proposition of the work you are doing
Do your most important task first – What is the ONE big thing you
must achieve today?
Don’t be the bottleneck. Who needs something from you?

§

Discuss strategy with the team, help them to understand priorities

§

Create routines that work for you
o Take time out to plan your work the night before, set deadlines
o Focus on one task at a time
o Schedule time to look at your inbox
o Maximise your effectiveness by doing complex tasks at your best
time of the day

§
§

Delegating for success
§
§
§
§
§
§
§
§
§
§

What is resilience?

Learn to let go – deal with your delegation demons!
Understand delegating helps others to grow
Delegation promotes personal and organizational growth
Decide what to delegate, start small until you build trust
Play to peoples strengths – Is there a specific skill required for the task?
Communicate clearly to others – start with the end in mind
Trust the person to get on with the task but check in to make sure they
understand
Allow for questions
Be patient, your way isn’t necessarily the best way
Give praise and feedback

In your groups – coach each other

How could you use the
Eisenhower matrix &
tips to improve
prioritisation?
What would enable you
to delegate more
effectively?

•

How does it feel to not be trusted to do a task
on your own?

•

How does it feel to know your development is
less important that a possible small mistake?

•

How does it feel to be denied the opportunity to
learn and grow?

“ Use the opportunity to delegate to help
shape you as the leader you want to be.
Sharon Morse

“

Empowering others

The Coaching spectrum

Tell what
and how
• “I want you to have
asked 3 people in
your team for
feedback by the next
time we meet.”

Give advice
• “If you want to
identify your
development areas
then I highly
recommend that you
ask your team for
feedback, their view
of your leadership
style is critical. I’ve
got a good format I
can share with you.”

What is resilience?

Make
suggestions

Share
experience

• “What about
someone in your
team? Could they
give you valuable
feedback? Or if that’s
not comfortable for
you, what about
asking your
manger?”

• “I found that the 360
feedback I received
from my team was
one of the most
pivotal points in my
leadership
development. I didn’t
realise that my team
perceived me as
controlling & that this
was impacting
morale.”

Ask
questions
• “How do you think
you could gain
greater insight into
your development
areas?”

The Ladder of Leadership
Colleague

What is resilience?

Leader

7. I’ve BEEN doing…..

7. What have you BEEN DOING?

6. I’ve DONE……

6. What have you DONE?

5. I INTEND to….

5. What do you INTEND?

4. I would LIKE to…

4. What would you LIKE?

3. I RECOMMEND

3. What do you RECOMMEND?

2. I THINK…

2. What do you THINK?

1. TELL me what to do.

1. DO this.
Source David Marquet

Empowering others
§
§
§
§
§
§
§
§
§
§

What is resilience?

Set clear goals and a vision and help your team understand the part
they play
Communicate regularly! Share information/updates
Understand their drivers and aspirations
Acknowledge their strengths and contributions
Give autonomy
Allow people to find their own solutions – use the leadership ladder
Role model the behaviours you want to see
Teach that it is okay to make mistakes
Celebrate success
Add development to team 1-2-1 agendas

Working in pairs

What can you put into action
from today to ensure you
remain / become the leader
you want to be?

Toolkit in the
portal

MAXIMISING YOUR EFFECTIVENESS
AS A LEADER
EFFICIENCY IS DOING THINGS RIGHT; EFFECTIVENESS

IS DOING

THE RIGHT THINGS

PETER DRUCKER

PR I ORITISE YOUR WORK

☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

Do your most important task first – What is your one big thing you must achieve today?
Understand the value proposition of the work you are doing
Don’t be the bottleneck. Who else needs something from you to enable them to do their work?
Communicate with your team the priorities for the business
Understand your ‘why’ to beat procrastination
Take time out to plan the work the night before so you know where to focus your attention
Diarise and set yourself deadlines
Break large tasks down into manageable chunks/milestones
Create routines that work for you
Focus on one task at a time – The brain cannot multi-task effectively
Schedule time to look at your inbox
Remove distractions
Maximise your effectiveness by doing complex tasks at your best time of the day
Delegate
Use the Eisenhower matrix
Use accountability partners if you need that extra support to keep you on track

D ELEGATE FOR SUCCESS
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐
☐

Learn to let go – deal with your delegation demons!
Understand delegating helps others to grow
Delegation is one of the most important skills to learn to be an effective leader
Delegation promotes personal and organisational growth
Ask yourself am I creating value for the organisation by doing this task?
Decide what to delegate, start small until you build trust
Play to peoples strengths – Is there a specific skill required for the task?
Communicate clearly to others – start with the end in mind
Trust the person to get on with the task but check in to make sure they understand
Allow for questions
Be patient, your way isn’t necessarily the best way
Give praise and feedback

E M POWERING OTHERS
☐
☐
☐
☐
☐

Set clear goals and a vision and help your team understand the part they play
Share information/updates so the team know the bigger picture
Understand peoples drivers and aspirations
Acknowledge peoples strengths and contributions
Give autonomy

ACCOUNTABILITY PARTNER
GUIDE - SESSION SEVEN
THE PURPOSE OF THE ACCOUNTABILITY PARTNERSHIP IS TO GIVE YOU A PEER NETWORK OF
SUPPORT. DESIGNED TO HELP YOU TRANSFER LEARNING FROM THE SESSIONS INTO
PRACTICE IN THE WORKPLACE THESE PARTNERSHIPS GIVE YOU SUPPORT, ENCOURAGEMENT
& AN OBJECTIVE SOUNDING BOARD TO SET YOU UP FOR SUCCESS. THE GUIDELINES HERE
WILL ENABLE YOU GET THE MOST OUT OF WORKING TOGETHER . THE TALKING POINTS ARE
DESIGNED TO PROMPT YOUR THINKING & HELP YOU TO GET THE MOST FROM THE
PROGRAMME.

G UIDELINES ON MANAGING THE PARTNERSHIP
☐ Schedule your one hour monthly meeting following the Insurance club breakfast session
☐ Spend the first 10 minutes getting to know each other and checking in
§ What do you enjoy about your role?
§ What challenges are you currently working through?
§ What are you enjoying about the insurance breakfast club so far?
☐ Work through the talking points below and be open and honest with your accountability partner to get
the most out of working together – Contract around confidentiality it is important this feels like a safe
space for sharing.
☐ Use the resources from the session & in the portal to support you in the meeting and put your
learning into practice.
M AXIMISING YOUR EFFECTIVENESS AS A LEADER IN ACTION
☐ What are your key take-away’s from the session?
☐ What would make a difference to the way you prioritise your work? How has the Eisentower matrix
helped you to look at priorities differently?
☐ What have you been able to delegate?
☐ How can you use the leadership ladder to promote a more solutions focused approach with your
team and for you personally with your stakeholders?
☐ What can you put into practice over the next month that will enable you to continue to maximise your
effectiveness as a leader?

A G REE NEXT STEPS
☐ What support do you need from each other?
☐ What is the best way to hold one another to account?

Next session.. 20th May

“

Leadership is learning to let go &
really empowering people at all levels
of the organisation, and trusting
them to do the right thing
Sundar Pichai CEO Google, Alphabet

“

