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Introduction

This report provides training recommendations related to attitudes, tendencies,
and behaviors. It does not take into consideration hard skills such as typing
or computer skills. You can choose any or all of the development suggestions
below for your current position, career development, or personal growth.
Some suggestions and exercises for trait development may not be applicable
in every case and may need to be modified to suit your particular situation or
organization. If you choose to work on more than one trait, it is recommended
that you complete one before starting the next.
Changing behavior is much more difficult than learning information. It requires
an adjustment of habits or patterns that may have been in place for many years.
This type of change generally takes longer and requires regular attention and
reinforcement.
Each section of this report contains an explanation of a trait and its relevance
to career or personal development. It also includes at least one exercise. The
exercises are designed to provide a practical experience and ongoing application
that will develop the trait. In most cases, it is not necessary to develop a trait very
much. Even a small increase in a trait can create a significant improvement. You
can do the exercises by answering the questions and following the instructions,
however, it is highly recommended you obtain a coach or partner with whom you
can discuss your answers. These developmental exercises can also be done in a
classroom with other people. Your coach can support you in making the change,
including helping you to give regular attention to the desired change.
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Development Area : Takes Initiative

You very often take initiative.
Taking initiative is important to achievement and usually one of the keys to succeeding in any organization.
However, it is usually not very effective to just decide that you are going to take initiative. First, you need to
formulate a clear idea of what appropriate initiative would be. What results need to be achieved in your position?
By having a clear idea of the needed results, you can take initiative in the desired direction. What are the limits of
your authority? By clarifying the 'boundaries of initiative', you don't have to ask about each thing you may want to
do, and you don't have to worry about overstepping your bounds. Thus, you can be free to take any appropriate
initiative that is focused on what is needed.

Step 1 - What are the results needed to be achieved for your position?

Make a list of what you consider to be the most important results that need to be achieved for your position. These
will be the essential performance factors for your job. The list should be between 3 and 7 factors. Put the items
in order of importance. The list should focus on RESULTS TO BE ACHIEVED rather than activities to be done. For
example, typing is an activity to be done, but typing an average of 60 words per minute with 95% accuracy is a
result. In another example, selling is an activity, but selling an average of $100,000 retail per month is a result to
achieve.
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Step 2 - Verify the list with your manager

Ask your manager to review the list and give his/her viewpoint on those key performance factors for your position.
Discuss each performance factor until you have a clear mutual understanding, including which ones are most
important.

Step 3 - How could you take initiative?
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Make a list of all the ways that you could take initiative. Examine each of the items in step 2 above and reflect
on what you could do to take initiative for each item. Go over each item on the list with your manager and make
sure you have the authority to take those steps. Also, ask your manager for examples of ways someone could take
initiative in order to achieve high performance. This will give you a good idea of what you are free to do as well as
the parameters or restraints that you may have (there are always some). As you look for new ways to take initiative
in the future you will have greater clarity about the things you can initiate and the things you need to discuss before
initiating.

Step 4 - What will you commit to doing to take greater initiative?

Reflect on and list the things that you will commit to doing related to taking initiative. Be specific about what you
will do, including time schedules and specific measurable actions or results.


