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ADDITIONAL NOTES 
FUNDAMENTAL 3 – MOTIVATE THROUGH YOUR 
BEHAVIOUR 

 
So What Practical Steps Can You Take?  

1. Be aware of your behaviour, if you don’t appear 
motivated why should others, create a virtuous 
circle not a vicious circle. 

 
2. Communicate Effectively and often, the thing people 

Always moan about is lack of communication. 
 
3. Balance your focus between The Task, The Team and Individuals. 
 
4. Establish a supportive environment and set clear expectations of performance 

and behaviour, expect the best even in difficult circumstances. 
 
5. Focus on maximising the true motivators like achievement, personal 

development, satisfaction with the job, autonomy etc. Minimise the introduction 
of demotivators. 

Reference Frederick Herzberg motivation and hygiene factors. 
 

6. Treat people as individuals and think about: 
a) What motivates them as individuals what is their style and mix of 

psychological drivers 
b ) What is required at their level of development FREDERICK HERZBERG -  

 

7. Give really good balanced feedback on a regular basis. 
B  focussed on the Behaviour of the person, not the person themselves 
O        Observed and not based on assumption 
O        Objective 
S Specific and gives examples 
T Timely and given soon after the event 
 
8. Remember the simple things, how often have you heard somebody say “a thank 

you doesn’t cost anything” 
9. Behave Assertively 

 
Asked what assertiveness means many people would reply being self centred, 
overbearing or stubborn. Although assertiveness is a tough way of communicating it 
is not these things. The essential difference is that assertiveness is not hostile. 
 
 
 
 
 
 

Your 
attitude
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behaviour
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behaviour
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A simple model of assertive behaviour looks like this: 
 
 

 

 
 
 
 
 

 
 
 

Body Language Signals 
 

 Submissive Assertive Aggressive 
Posture Slumped 

Shoulders forward 
Shifting Often 
Chin Down 
 

Erect but relaxed 
Shoulders straight 
Comfortable 
Head straight or 
slight tilt 
Sitting with legs 
together or crossed 

Erect/tense/rigid 
Shoulders back 
Jerky shifts  
Chin up or thrust 
forward 
tensely leaning forward 
 

Gestures Twisting motions 
Shoulder shrugs 
Frequent head 
nodding 

Casual hand 
movements 
Relaxed hands 
Hands open 
Occasional head 
nodding 

Chopping or jabbing 
with hands 
Clenched hands or 
pointing 
Sharp quick nods 

Facial 
Expressions 

Lifted eyebrows 
pleading look, 
wide-eyed, rapid 
blinking 
Blushing, guilty 
looking 

Relaxed, thoughtful, 
caring or concerned 
look 
Few blinks 
Genuine smile 
Relaxed mouth 
Serious look 
 

Furrowed brow, tight 
jaw, tense look 
Unblinking glare 
Patronising or sarcastic  
Shows anger with 
disapproving scowl 
Extreme flush 

Voice Quiet, soft, higher 
pitch, er’s – ah’s, 
hesitations, 
stopping midstream 
Nervous laugh 
statements sound 
like questions  

Resonant, firm, 
pleasant, smooth, 
even-flowing, 
comfortable delivery, 
laughter only with 
humour 
 

Steely quiet or loud. 
Harsh words 
Precise measured 
delivery 
Sarcastic laughter 
Statements sound like 
an order  

 

 

Assertive 
Win-Win 

Win-Lose 

Aggressive Submissive 

Lose-Win 
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FUNDAMENTAL 4 - ORGANISE YOURSELF AND 
YOUR TEAM 
 
Have you ever said “I wish there were more hours in the day” or “have you got a 
minute?” To manage our time we first need to understand it.  What can be done and 
what cannot be changed? Time management training will not give you more time.  
There is an immutable truth of the universe 
 

“Everybody has all the time there is, no more 

and no less than anybody else” 

 

Time management is about the choices you make in relation to your time.  It is the 
only finite resource you have. 

 
What would you do if I could give you an extra 3 hours a week for use at 
work or home or as a member? 

 
 
 

 
 

Knowing Your Purpose 
The starting point is to come out of the trees and see the wood. 
 
Put your role in context: 
• Why is it there? 
• What are the key objectives and main activities? 
• How are the objectives achieved?  
• How is success measured? 
 
 
Goals  Objectives  Strategies  Plans  Activities 
 
Imagine trying to “focus” a camera lens looking at your role (or your life in general). 
 

Misuse and Abuse of Time 
Review how you use your time both at work and in your life generally, what are the 
time wasters? 
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Knowing Yourself 
 
Procrastination is one of the main difficulties in managing time for a number of reasons 
and motives. 
The 6 forms of procrastination: 
 
• The Self Doubter 
• The Perfectionist 

• The Rebel 
• The Excessive Socialiser 
• The Day Dreamer 
• The Priority Inventor 
 
The 3 key principles of time management could be considered to be: 
 

1. Know Your Time - How do you use it? How do you waste it? 
2. Know Yourself - When do you work best? What do you do that stops you 

managing time? 
3. Plan 

 

Planning Your Time  
 

“But how do you cope when everybody wants everything at once?” 
 
Having a clear direction is only half the battle. The trick is to use this to be able to 
prioritise tasks effectively on a daily basis. 
 

Prioritising Using Time Zones 
 
       URGENT 
 
     NOT                     IMPORTANT 
IMPORTANT 
 
                                                  NOT URGENT 
 
 

Defined Objectives, Remember Some Tips 
• List Goals and Set Priorities – Check activity against purpose 
• Do the right things as well as doing things right 
• Make a Daily ‘To Do’ List 
• Use Your List To Plan The Day – Allow time to progress your important but not 

yet urgent tasks. Allow some uncommitted time  
• Manage Others’ Use Of Your Time Assertively 
• Delegate Effectively  
• Be purposeful in your interactions with others – Meetings!! 
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The starting point is to come out of the trees and see the wood. 
 
Put your role into context. 
• Why is it there? 
• What are the prime activities? 
• What are the key objectives? 
• How are the objectives achieved? 
• What resources are available? 

• How doe the role interact with others? 
•  
How is success in this role measured by? 
• The organisation? 
• Your boss? 
• You? 
 
Gaining commitment to objectives, goals and performance standards. Objectives need 
to be: 
 
Specific 
Measurable 
Achievable but simultaneously challenging 
Relevant 
Time bound and trackable 
 
Involve staff at this critical stage in performance management. It not only sets 
expectations of work activity but commitment is secured to the quality of performance. 
This then sets up a mechanism for measuring performance both by the individual and 
their team leader. 
 
The team leader’s role is to clarify that this is in fact a joint effort. 
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How To Get a Group to Perform Like a Team 
 
Purpose 
 
Members of high-performing teams share a sense of common purpose. They are 
clear about what is the team’s "work" and why it is important.  They can describe a 
picture of what the team intends to achieve. They have developed mutually agreed-
upon and challenging goals that clearly relate to the team’s vision.  Strategies for 
achieving goals are clear. Each member understands his or her role in realising the 
vision. 
 
Empowerment 
 
Members are confident about the team’s ability to overcome obstacles and to realise 
its vision. A sense of mutual respect enables members to share responsibilities, help 
each other out, and take initiative to meet challenges.  Policies, rules and team 
processes enable members to do their jobs easily.  Members have opportunities to 
grow and learn new skills. There is a sense of personal as well as collective power. 
 
Relationships and Communication 
 
The team is committed to open communication and group members feel they can 
state their opinions, thoughts and feelings without fear. Listening is considered as 
important as speaking.  Differences of opinion and perspective are valued and 
methods of managing conflict are understood.  Through honest and caring feedback, 
members are aware of their strengths and weaknesses as team members. There is 
an atmosphere of trust and acceptance and a sense of community.  Group cohesion 
is high. 
 
Flexibility 
 
Group members are flexible and perform different tasks and maintenance functions 
as needed.  The responsibility for team development and leadership is shared. The 
strengths of each member are identified and used, and individual efforts are co-
ordinated when necessary.  The team is fluid and open to both opinions and 
feelings, hard work and fun.  Members recognise the inevitability and desirability of 
change and adapt to changing conditions. 
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Optimal Productivity 
 
High-performing teams produce significant results.  There is a commitment to high 
standards and quality results.  They get the job done, meet deadlines and achieve 
goals.  The team has developed effective decision making and problem solving 
methods that result in achieving optimum results and encourage participation and 
creativity.  Members have developed strong skills in group process as well as task 
accomplishment. 
 
Recognition and Appreciation 
 
Individual and team accomplishments are frequently recognised by the team leader, 
as well as by team members, by celebrating milestones, accomplishments and 
events.  Team accomplishments are valued by the larger organisation.  Members 
feel highly regarded within the team and experience a sense a personal 
accomplishment in relation to their team and task contributions. 
 
Morale 
 
Members are enthusiastic about the work of the team, and each person feels pride 
in being a member of the team.  Confident and committed, members are optimistic 
about the future.  There is a sense of excitement about individual and team 
accomplishments as well as the way team members work together.  Team spirit is 
high.  
 
So what are you going to do? 
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Delegation 
 
To delegate is to assign a task to someone else or to give authority to someone else.  
Before delegating a task or project to someone you need to distinguish between the 
following: 
 
Responsibility: Where you expect the person to make and carry out decisions in 

order to achieve specified results within a specified time, under 
your authority. 

Authority: Where you also give the person the power to control resources 
and make changes on your behalf 

Accountability: You can delegate responsibility and authority but you cannot 
delegate accountability.  If, in your role you are accountable for 
certain decisions or spheres of activity, you continue to be so 
throughout a delegation, and therefore share any consequence 
of the person’s actions 

 
It is often helpful to use these concepts when someone is delegating a task to you.  
Are you clear about the limits of your authority and what accountability structures 
are in operation? 
 
Trust and Control 
 
 
 
 
 

Choosing What to Delegate 
Yes!   

• Routine issues - worth investing time/energy in training staff. 
• As much as possible. Frees you for more strategic issues.  
• What you never get around to 

• What is now easy and undemanding for you - no more learning  
and development for you. 

No!   
• Issues to do with staffing, discipline/grievance, 
• Politically sensitive items 
• Dumping of items you know are unpleasant/difficult/boring 

Maybe not! 
• Issues where the opportunity costs of the time you would spend on adequate 

briefing and support are too great, e.g. "one offs", sensitive issues.  
• What you would like to do more of and never seem to get the time for - seize 

the opportunity to advance your personal development/satisfaction from time 
to time. 
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Who Do You Delegate To? 
 
Where possible, match the person to the task.  What do you know about the 
abilities/skills/interests of your people - their future potential as well as in the 
present? 
Remember the trust/control relationship.  Remember that others are not like you: 
you are looking to develop initiative, not robots replicas of yourself. 
Remember that people have a right to make mistakes and to learn from them. 
 

 Steps to an Effective Delegation 
1 Define the task 
Confirm in your own mind that the task is suitable to be delegated. Does it meet the 
criteria for delegating? 
2 Select the individual or team 
What are your reasons for delegating to this person or team? What are they going to 
get out of it? What are you going to get out of it? Does it suit their level of 
development?  
3 Assess ability and training needs 
Is the other person or team of people capable of doing the task? Do they 
understand what needs to be done?  
4 Explain the reasons 
You must explain why the job or responsibility is being delegated. And why to that 
person or team? What is its importance and relevance? Where does it fit in the 
overall scheme of things? 
5 State required results 
What must be achieved? Clarify understanding by getting feedback from the other 
person. How will the task be measured? Check if it’s a Smart objective. 
6 Consider resources required 
Discuss and agree what is required to get the job done. Consider people, location, 
premises, equipment, money, materials, other related activities and services. 
7 Agree deadlines 
When must the job be finished? Or if an ongoing duty, when are the review dates? 
When are the reports due? And if the task is complex and has parts or stages, what 
are the priorities? 
8 Support and communicate 
Think about who else needs to know what's going on, and inform them. Involve the 
other person in considering this so they can see beyond the issue at hand. Do not 
leave the person to inform your own peers of their new responsibility. Warn the 
person about any awkward matters of politics or protocol. Inform your own boss if 
the task is important, and of sufficient profile. 
9 Feedback on results 
It is essential to let the person know how they are doing, and whether they have 
achieved their aims. If not, you must review with them why things did not go to 
plan, and deal with the problems. You must absorb the consequences of failure, and 
pass on the credit for success. 
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