Leadership Begins with You

Learning and Development

Leadership:

Achieving, Influencing
& Respecting Others

Developing Your Full Potential

As a Carnegie Mellon Leader.



L eadership, | nnovation, Transcending
Disciplinary Boundaries, Responsibility to
Society, Learning, Dedication to Our
Work, Commitment to Quality

The peopleof Carnegie Mellon bring these core
ingtitutiona valuestolife. Leadershipiskey to
organizational growth, change, and renewad.
When staff and faculty devel optheir leadership
skills, we createamoreaccomplished university
and anenvironment inwhich al membersof the
universty community canthrive.

The Art and Science
of Leadership

Doyouthink of yourself asaleader? What is
leadership? Warren Bennisdefines|eadership as
“theability to connect with peopleintheir gut and
intheir heart, not justintheir head.” Leadership
involveseffectively ingpiring and motivating
others, overcoming obstacles, and leading
change.

Great |eaderstake advantage of their natura
talentsand takethetimetolearntheskillsthey’ ||
needto effectively manageothers. Leadershipis
developed daily through job opportunities,
interactionswith bosses and colleagues, and
educationa experiences.

Deveoping leadership expertiseisnecessary for
successthroughout one’ scareer. Firgt, individuals
must develop the skillsnecessary to become
excdlentindividua contributorstothe
organization. Then, they must bewillingto assume
people management respongbilities. Nationdly,
nearly 75% of new first-level managersare

promoted fromwithin. Finaly, whenthey
empower otherswhilebeing accountablefor
results, motivate others despite challenges, and
develop relationshipsthat take advantage of a
diverseworkforce, they have maximized their
leadership potentiad. These competenciesform
thefoundationfor creating and sustaining high
performing teamsand organi zations.

The Leadership
Development Model

Some aspectsof leadership can beimplemented
by every person, regardlessof their position.
Other unique aspectsof leadership arerequired
at specificlevelsof anorganization. The

L eadership Development Mode will helpyou
consider which competencieswould providethe
most valuefor you at your current career stage,
aswell asinthefuture.

TheL eadership Development seminarsare
organizedinto threetypesof competenciesthat
leading research hasidentified ascritica in
attaining successin ALL typesof positions:

» achievingresults,

» leading and working aspart of ateam,
and

»  respecting yoursdlf and others.

In addition, we encourage you to take functional
coursesthat relateto your uniqueduties- such as
Oracleclasses, timemanagement, presenting with
PowerPoint, etc. Werecommend classesfor all
career levels, whether youareanindividual
contributor, manager or senior leader withinthe
universty.

prosper and grow.”

“The most significant contributions leaders make are
not to today’s bottom line; they are to the long-term
development of people and institutions who adapt,

- Kouzes and Posner




How to Use the Leadership Development Model

Creating Your Own Leadership
Development Plan

Through reflection and constant learning you can
improveyour leadership abilities. Makeyour
development apriority - no matter what level you
have attained or where you hopeto advance, you
will find your work lifeeasier and more satisfying,
and your godsmoreeasily achieved, whenyou
take sometimeto honeyour skills.

TheLeadership Development Modd canhelp
you determineyour needsand formulatea
development planwith your manager. Usethe
checklistintheback of thisbrochureto determine
which coursesyouwouldliketotake, aswell as
toreview thecoursesyou haveaready taken. We
encourageyou to formulateadevelopment plan
with your manager during an annual performance
review or one-on-one meeting.

Wheredoyou begin?
* Knowyoursdf. What areyour
strengths? Weaknesses?How canyou
improve?

» Learnfromothers. Askforfeedback
onyour work and interactionswith
colleagues.

* Enhanceyour communication skills.
L earn how and what to communicate.

» Develop your functional expertise.
Credibility and competency go
hand-in-hand.

Formulating a Development Plan for
Someone Who Reports to You

| dentifying educationd opportunitiesisacritica
part of supporting your staff. 1t enhancestheir
performance, expandstheir expertise, and adds
new skillsthat may lead to additional
opportunities.

Usethechecklistintheback of thisbrochureto
identify the coursesthat interest them, aswell as
the coursesyou think would bebeneficial. Using
thisguideduring aperformancereview or
planning meetingisparticularly useful for charting
an employee development planthat will lead to
professiona growth and devel opment.

Which courses should be taken
when?

That dependsonmany factors:

» Isthereanareawhereyoubelieveyou
areweak or need moreskills?

» Doesacourseaddressaskill that your
manager thinksyou needtoimprove
upon?

* Whichcoursesarebeing offered by L&D
inthecurrent semester?

*  Which coursesmost interest you?

*  Whichprogramismost relevant tothe
work you aredoing now or planto do?

Usethechecklist inthisbrochureto notethe
coursesyou would liketo take; check them off as
you attend them soyou can easily review your
progressin meeting your development goals.

Leadership sartswith theindividual. Programs
that emphasizeindividua development provide
knowledge, awareness, and greater insight into
one sownleadership abilities. Itisacontinuous
process. Try totakeat least oneLearning and
Development course per term. These
professiona devel opment opportunitiesare
provided at no costtoyou. They usualy last
about twoto three hoursand are scheduled on
campusfor your convenience.

Leadership Begins With You!



Leadership

Below are L earning and Devel opment programsrecommended for variouslevelsat theuniversity. Individuas
should ook at thefoundation courses suggested for all staff. If you havenot had training inthese areas, theremay be
agapinyour skill set that you can addressfirst. Individual sshould aso consider therecommended coursesfor
moreadvanced positionsin order to master skillsneeded for assuming greater levelsof responsibility.

Carnegie Mellon

Contributor
B Decision Making
- = B Mastering Change
Achieving
B Presentation Skills
Results _
H Project Management
B Dialogue: A Process for Problem
Solving & Exploration
Leadlng B Fostering Team Creativity
People B Partnership & Influence Skills
B Team Building Skills
i B Assessing Your Emotional Intelligence
RespeCtlng B Emotional Intelligence
self and B Introduction to Communication Styles
(MBTI)
Others
B Sexual Harassment - Is it or Isn’t it?




Development

The courseswithin each track arenot listed in order of importance. Thereareadditiona classesthat, whilenot one of
our core programs, can supplement your skillsin aparticular category. We a so encourage you to take programsthat
directly addressyour functiona dutiesor enhanceyour persona well-being. SeethelL earning Opportunitiesbrochure
eachtermto seewhich coursesare currently offered that may be appropriatefor you.

First Level University

Manager Leader

N

B

H Behavioral Interviewing \

|
B Foundations of
Management & Leadership .
B Managing at CMU: The
Essentials
|

B Partnering for
Performance

Communicating Through
Electronic and Print Media

Identifying & Leading
Through Critical
Success Factors

Strategic Planning

,

AN
N

Conflict Management

Difficult Conversations

Giving and Receiving
Constructive Feedback

B Leading Teams

B Rewards & Recognition

i

Empowering Others
Leading Change

New Leadership
Assimilation

2y

/

Needs

B Maximizing the Potential
of Your Workforce

X

B Awareness of Interpersonal

B Leadership Styles (MBTI Step 1l)

B 360° Benchmarks

B Building a Collegial
Environment

H Emotional Intelligence
360° Assessment

4




Program Date
Taken Taken

Program Date
Taken Taken

Achieving Results

Carneqgie Mellon Contributors

Decision Making: learn a process that analyzes all components of a decision to come to the wisest and most
productive choice possible, reflecting the values and best thinking of the group.

Mastering Change: explore what triggers change, the change management process, reasons for resistance/
acceptance, the importance of communication, strategic partnerships, and managing the impact of change before,
during, and after the change.

Presentation Skills: practical tipsfor al presenters, covering the importance of audience analysis, techniques
for developing persuasive organizational patterns, and ways to improve your delivery.

Project Management: learn the fundamentals of project management, gain practical tools for those responsible
for balancing work and tasks across a project, and practice applying project management techniques.

First-Level Managers

Behavioral Interviewing: make better hiring decisions by learning to identify talent that will embrace change,
be flexible and manage priorities by conducting behavior-based interviews.

Foundations of Management and Leadership: explore essential skills such as goal-setting and delegation,
leadership theory, leadership styles and emotional intelligence.

Managing at CMU: The Essentials: abroad overview of HR practices and policies, including employment/
recruitment, discipline, Partnering for Performance, job class and pay information, and HR available services.

Partnering for Performance (PfP): PfPisaprocess of identifying performance objectives and providing
ongoing feedback and support to help employees meet those goals to be successful.

University Leaders

Communicating Through Electronic and Print Media: practice techniques that enable you to communicate a
positive message about Carnegie Mellon when you give an interview or statement to the media.

I dentifying and Leading Through Critical Success Factors: learn how to pinpoint metricsthat will allow you to
measure how well you are meeting your central goals, as well as how to analyze and evauate data as a key
component of organizational leadership decisions.

Strategic Planning: learn definitions and models for strategic planning, how to avoid pitfalls in the strategic
planning process, and how to conduct a vision audit.

Leading People

Carneqgie Mellon Contributors

Dialogue: A Processfor Problem Solving & Exploration: true dialogue is a group process in which participants
seek to understand different points of view. We present amodel for dialogue that leads to effective solutions.

Fostering Team Creativity: stimulate innovative work, debunk myths about creativity, design supportive
environments, and explore the relationship between dialogue and team creativity.

Partnership and I nfluence Skills: when participating in partnerships, collaborations, and cross-areateams, learn
how to maximize your contribution, and make sure your views and expertise are heard and considered.

Team Building Skills: learninterpersonal skillsto get along well with team members, devel op accountability
and efficiency in teams, and maximize the benefits of teams.

First-Level Managers

Conflict Management: effectively manage conflict by exploring the common causes and effects of conflict, a
conflict management model, and the five genera styles of conflict management.



Program Date
Taken Taken
Program Date
Taken Taken

Leading People (continued)
Difficult Conversations: explore the issues and patterns that can make conversations difficult, and learn
techniques for dealing with challenging communication needs with people at al levels.

Giving and Receiving Constructive Feedback: enhance your skills for giving and receiving effective,
constructive feedback in informal, 1-on-1 situations with your reports, peers and superiors.

Leading Teams: creating a productive working environment, delegating tasks and accountability, and managing
conflict to create teams that are effective, efficient, creative, and successful.

Rewards and Recognition: attract and retain great employees by designing fair and meaningful reward and
recognition programs, by taking advantage of monetary and non-financial measures.

University Leaders

Empowering Others: learn severa strategies to ingtill a sense of power in others. These strategies are especially
useful during times of transition and transformation.

Leading Change: lead change initiatives by learning the difference between instrumental and charismatic
leadership, an eight-step model for leading change, and the importance of change sponsorship.

New Leadership Assimilation: learn from your work group how they perceive your strengths as aleader and
their recommendations for addressing short-term and long-term organizational challenges.

Respecting Self and Others

Carneqgie Mellon Contributors

Assessing Your Emotional Intelligence: many failuresare dueto lack of emotional intelligence (EQ), rather than
technical skills. Take the BarOn EQ-i assessment and learn how EQ leads to personal and professional success.

Emotional Intelligence: explore what emotional intelligenceis; its relationship to leadership; how it affects
others, emotional and social competence; and techniques to make self-directed, sustainable changes.

Introduction to Communication Styles: use the Myers-Briggs Type Indicator to increase your understanding and
acceptance of yourself and others, improve communication, and reduce persona and organizational conflict.

Sexual Harassment - Isit or Isn’tit?: learn the definition of harassment, consider the effects of harassment,
promote zero-tolerance, and discuss harassment policies and procedures.

First-Level Managers

Awareness of I nterpersonal Needs: use the FIRO-B instrument to explore how interactions can affect people.
Understand how you come across, why conflict develops, and your own needs.

Leadership Styles (MBTI Step 11): an in-depth exploration of the 20 facets of the basic personality types that
affect your leadership style. See how people differ, and gain greater insight into areas of preference and
avoidance that impact decision-making, problem-solving, communication, and conflict.

Maximizing the Potential of Your Workforce: to reap the benefits of a diverse workforce, we will discuss
assumptions, bias and values; explore factors that affect climate; share practices, and discuss challenges.

University Leaders

360 Benchmarks: feedback facilitates the devel opment of Ieadership skills. Engage in rigorous self-assessment;
see how coworkers, direct reports, clients and superiors view your leadership competencies and workstyle.

Building a Collegial Environment: aculture of creativity, multi-disciplinary exploration, helpfulnessand
support isinvaluable. Learn how to set the leadership tone needed to build and maintain a collegial environment.

Emotional I ntelligence 360 Assessment (BarOn): emotional intelligenceisakey leadership skill. See how direct
reports, superiors and peers perceive your EQ. The BarOn EQ 360 tool assesses emotional intelligence from a
multi-rater, self/others’ perspective.



Carnegie Mellon

Human Resour ces - Learning and Development

Contact Us:

For more information about Learning and Development or Oracle training programs,
contact Human Resources at |dhelp@andrew.cmu.edu or call 412-268-4747.

http://www.cmu.edu/learning-programs

Carnegie Mellon University does not discriminate and Carnegie Mellon University is required not to discriminate in
admission, employment, or administration of its programs or activities on the basis of race, color, national origin, sex or
handicap in violation of Title VI of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972 and Section
504 of the Rehabilitation Act of 1973 or other federal, state, or local laws or executive orders.

In addition, Carnegie Mellon University does not discriminate in admission, employment, or administration of its
programs on the basis of religion, creed, ancestry, belief, age, veteran status, sexual orientation or gender identity.
Carnegie Mellon does not discriminate in violation of federal, state, or local laws or executive orders. However, in the
judgment of the Carnegie Mellon Human Relations Commission, the Presidential Executive Order directing the
Department of Defense to follow a policy of “Don’t ask, don't tell, don’t pursue” excludes openly gay, lesbian and bisexual
students from receiving ROTC scholarships or serving in the military. Nevertheless, all ROTC classes at Carnegie Mellon
University are available to all students.

Inquiries concerning application of these statements should be directed to the provost, Carnegie Mellon University, 5000
Forbes Ave., Pittsburgh, PA 15213, telephone 412-268-6684 or the vice president for enroliment, Carnegie Mellon
University, 5000 Forbes Ave., Pittsburgh, PA 15213, telephone 412-268-2056. Obtain general information about Carnegie
Mellon University by calling 412-268-2000.

Carnegie Mellon University publishes an annual campus security report describing the university’s security, alcohol and
drug, and sexual assault policies and containing statistics about the number and type of crimes committed on the
campus during the preceding three years. You can obtain a copy by contacting the Carnegie Mellon Police Department at
412-268-2323. The security report is also available online.



