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People and Projects “You can make more friends in two months by becoming really interested in other people than you can in two years by trying to get other people interested in you.” Dale Carnegie



“People don’t care how much you know until they know how much you care about them.” Zig Ziglar



“Leadership is influence.” John Maxwell
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Success is



___ professional knowledge ___ your “ability to express ideas, to assume leadership, and to arouse enthusiasm among people.”



Dale Carnegie



Source: How To Win Friends and Influence People
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People Styles Self-Questionnaire Instructions: For each of the questions below, select the option that best represents how you think people would describe you. Put the letter of the response in the blank. There is no correct answer.



1.



When in meetings, most people would say I: A. Speak up early and often R. Keep my thoughts to myself



2.



I would more likely be characterized as: A. Distracted R. Focused



3.



When it comes to how I am feeling, I am likely described as: T. Tending to control my feelings P. Tending to express my feelings



4.



Most people who know me would say I am good with details R. Yes A. No



5.



When it comes to interacting with others, I would rather: T. Send an e-mail or text message P. Talk with them face-to-face



6.



It’s very important for me to: A. Get it done R. Get it right



7.



Interacting with people tends to: P. Energize me T. Drain me



8.



When faced with conflict, I tend to: A. Address it head-on R. Avoid it if possible



9.



In my conversations I tend to: P. Enjoy discussion and debate T. Enjoy getting to the point



10.



When making decisions, I can be known to: R. Over-analyze A. Go from gut-feel
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People Styles People and Projects 11.



If 30 words are enough, I tend to say it in: P. 40 or more T. 20 or less



12.



In my conversations, I: A. Tend to use direct, emphatic statements R. Often use tentative statements



13.



Most people I interact with would say it is: P. Easy to read how I am feeling T. Difficult to read how I am feeling



14.



Most people say I: A. Tend to make decisions quickly (maybe too quickly at times) R. Tend to make decisions slowly (maybe too slowly at times)



15.



When it comes to dealing with time, I tend to be: P. Flexible T. Disciplined



16.



I prefer interacting with people: A. In groups R. One-on-one



17.



When speaking I tend to: P. Use a lot of hand & body movement T. Use limited hand & body movement



18.



I am likely described by people as a: P. Public person T. Private person



Totals: R A P T



Scoring the Self-Questionnaire • The total responses should add up to 18. • Select the larger number between R and A. Circle the letter here as well as on the quadrant chart on the following page. • Select the larger number between P and T. Circle the letter here as well as on the quadrant chart on the following page.
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People Styles People and Projects Assessing Another Person’s Style



Use the following charts to attempt to assess someone’s style:



Reserved



Action



Soft



Handshake



Firm



Low



Verbosity



High



Intermittent



Eye Contact



Steady



Tentative



Statements



Emphatic



Few



Gestures



Many



Low



Voice Level



High



Slow



Voice Speed



Fast



Hesitant Slow



Communication Movement



Task



Fast



People



Limited



Facial Expression



Limited



Hand/Body Movement



Disciplined



Eager



Time Perspective



Animated Much Flexible



Factual



Conversation



Anecdotal



High Emphasis



Fact & Details



Low Emphasis



Avoids Sharing



Personal Feelings



Shares



Avoids



Personal Contact



Seeks



Slow



Non-Verbal Feedback



Immediate Source: Systemation
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People Styles People and Projects Analyzer Style Strengths • Detail-oriented • Focus on facts, information • Comfortable working alone • Cautious • High standards



Challenges • Overly critical • Picky • Indecisive
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People Styles People and Projects Driver Style Strengths • Assertive • Competitive • Results-oriented • Likes to be in charge



Challenges • Blunt • Unconcerned about others • Impatient • Not always a good listener
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People Styles People and Projects Performer Style Strengths • Outgoing • Enthusiastic • Comfortable with Visibility • Social



Challenges • Inattentive to Details • Overly Emotional • Impulsive • Talkative
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People Styles People and Projects Helper Style Strengths • Accepting • Considerate • Laid Back • Values Fairness & Justice



Challenges • Resists Change • Tentative • Trouble saying “No”
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Styles Under Stress When the different People Styles are under pressure, they can each react in different ways.



Avoiding



Acquiescing



Autocratic



Attacking



It is important to recognize when a team member begins to exhibit these behaviors. Though any of these backup behaviors may be valid in certain situations, the team can be hampered by any of these being over-used for an extended period of time.
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Style Flexibility To improve our effectiveness with people, we need to use style flexibility: our ability to get out of our quadrant when communicating with others.



What can you do to improve your Style Flexibility?
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About the Institute The Institute for Leadership Excellence & Development Inc. works with business professionals around the world who are struggling with how to deliver projects and lead teams. We help professionals get focused, take action, and achieve stellar results. Our keynotes, workshops, and executive coaching services have reached tens of thousands of people from hundreds of companies over the years, helping them deliver their projects, become more confident leaders, take focused action, and to achieve the results they desire while maintaining a balanced life. The Institute has helped improve leadership skills and project management processes of employees at organizations such as: Amgen CIGNA National Instruments University of Arizona ITW Kimberly-Clark



Caterpillar Pennsylvania Hospital W.W. Grainger Wheaton College McDonald’s ExxonMobil



Microsoft Univ. of Pennsylvania Health System Cognizant Technology Solutions Northern Trust Verizon Wireless Emerson



The Institute brings together exceptionally talented speakers, trainers, and consultants from across North America to deliver the performance improvement you need. You can learn more about the Institute by visiting us online at www.i-leadonline.com.
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About Andy Kaufman, PMP Andy Kaufman is an international speaker, author, and executive coach, and President of the Institute for Leadership Excellence & Development Inc. Andy brings a rich background of over 25 years of experience in executive management, technology, team leadership, project management, consulting, and coaching. His focus is all about transforming organizations through proven, holistic, real-world approaches. Andy is a certified trainer and author of Navigating the Winds of Change: Staying on Course in Business & in Life, How to Organize Your Inbox & Get Rid of E-Mail Clutter, and Shining the Light on The Secret, all published by Zurich Press. Andy is a member of the Project Management Institute and is a certified Project Management Professional (PMP). Andy is the host of The People and Projects Podcast, which provides free interviews and insights to help you deliver projects and lead teams. Learn more at http://www.PeopleAndProjectsPodcast (or subscribe on iTunes at http://bit.ly/ppcast). He also hosts a series of free videos at http://www.Free-Project-Management-Videos.com. Before founding the Institute, Andy was the Vice President of U.S. Systems for ACNielsen. His teams were responsible for designing, developing, and implementing sophisticated market research systems for the company's clients around the world. Prior to ACNielsen, Andy was the Director of Development at CCC Information Services, Inc. and Manager of Product Development at Baxter. Andy can be reached at [email protected].
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