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Suzanne Example
General: Manager Development Report  4/15/200:

INTRODUCTION

In today's work environment, it is a given that we all must taksopei responsibility for maintaining and
improving our abilities and potential at work -- so that we are peejgarmaintain our current value in the
workplace and improve our value over time.

Most organizations define what they need from people in terms of campetéVhat competencies does a
person need to regularly display to be effective in a current positidevetop to be effective in a future position?

How do you improve or develop competency? The first step is to understandoniyetencies are required in
your job or the job to which you aspire. This ASSESS report provides thgetemey model for a specific job
(current or future position) as defined by your organization.

The second step is to target and develop some of the building blocks cfdhgsetencies. Competency in an
area is the result of many factors working together, which inchutigécharacteristics (natural ability,
personality) and learnaetharacteristics (knowledge, experience and skills) as is peelsenthe following chart.

INNATE LEARNED
Natural Ability / Personal Knowledge / Skills / Learned
Potential Characteristics Experience Abilities
[ [ N
[ ] [
J
J
COMPETENCIES
Q9
* )
O
BEHAVIORS
O
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The ASSESS system evaluates your work personality and (in somgatziiées and helps you to consider how
these innate characteristics impact competency.
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Suzanne Example
INTRODUCTION General: Manager Development Report 4/15/200:

Overview of Your Development Report

The first section of this report presents your Competency Model agidafele on your ASSESS results. These
results will be interpreted in terms of how your personality andiabimay help or hinder the development or
display of each competency.

Next, specific development suggestions are provided to help you develommedseighlighted by ASSESS.

Finally, the last section of the report provides you with a framevfeorgetting goals and creating a development
action plan.

Who Should See This Report

This report has been written for your personal use. We hope it \Willybe to think about and plan for your
career development. You may want to share all or parts of thig rejtloiothers, especially if you trust their
judgment and wisdom, and if they can assist you with career and develaopswntes or advice. People to
consider might include a family member, a current or past mareagested mentor, a Human Resources
representative or a career counselor.

Interpretation Assistance

This report is written using a computerized expert system thapiate your results and writes your report in the
same manner that a Bigby, Havis & Associates psychologist woiddddsigned to be read by you, the person
evaluated, without special interpretation by a professional. Howaedeitional assistance from a professional can
be provided through your sponsoring organization. See your ASSESS coordinator trmaagements.
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READING YOUR REPORT Suzanne Example

General: Manager Development Report 4/15/200:

In Reviewing Your Report, Keep The Following In Mind:

The results are based on your self-perceptions and may be influencéa/byable or unfavorable self-image.
Others may see you differently than you see yourself.

We have compared your raw scores on the ability tests and the peyssuraiey to a professional norm group
(people who work in jobs which, for the most part, require educatitnaioing beyond the high school level) to
make the statements and suggestions you will find in this reporaylbmuseful to think "compared to most
professionals" as you read each.

The report does not take into account your background, training, technicabslakperience. Therefore, the
results do not measure your personal effectiveness or the qualiyrgbb performance; rather, they describe
abilities and characteristics that (along with these othesrgamay influence your job performance.

Many of the characteristics described in this report could besdassime circumstances and liabilities in others.
You will notice that a characteristic may appear as a strémgétation to one competency, but a weakness when
considered in relation to another competency.

Be careful not to overemphasize specific statements. Insteadeotie overall picture and how your assessment
results fit with your job, career and personal expectations (how you\kellto be).

Take the time to read and consider the ASSESS Report information:

1. Take an open, non-defensive attitude when reviewing the maten@wReach section carefully and, as
you consider the feedback statements, try to think of specific exathptesan confirm which assets and
liabilities do or do not apply to you.

2. If you are not sure that a statement in the report describesskaspraeone you feel will give you honest
feedback for their opinion.

3. After reviewing your results, use the Goal Setting section ofép@rt and the additional resources
provided atwvww.bigby.com/systems/ASSESSv2/resources/emplty®elp you set goals for your
development and to construct an action plan for achieving your goals.

Over time, people change. If several years have passed sinceetioé tthés report, the results may no longer fit
you. Remember, when you completed the assessment instruments yai avpegticular age, stage of
development, level of experience, etc. With the passage of timeharacteristics measured by ASSESS may
have changed.
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THE MODEL

Suzanne Example
General: Manager Development Report 4/15/2003

General: Manager

Decisive Judgment

Championing Change

Planning And Organizing

Driving For Results

Managing Others

Coaching And Developing Others

Relationship Management

Business Acumen*

Integrity*

Written Communication*

Making good decisions in a timely and confident manner.
Taking action to support and implement change initiatives effectively.

Effectively organizing and planning work according to organizational needs by
defining objectives and anticipating needs and priorities.

Challenging, pushing the organization and themselves to excel and achieve.

Directing and leading others to accomplish organizational goals and objectives.

Advising, assisting, mentoring and providing feedback to others to encourage
and inspire the development of work-related competencies and long-term
career growth.

Developing and maintaining positive relationships with individuals outside their
work group.

Understanding general business and financial concepts, understanding the
company's business, and using both general and specific knowledge to be
effective.

Upholding a high standard of fairness and ethics in everyday words and
actions.

Having the skills to communicate to others in a written format.

*Competencies not strongly impacted by the personality characteristics measured by ASSESS. Development feedback and suggestions
may be obtained for these competencies using the Assess 360 system.
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PERSONALITY RESULTS General: Manager DevelopmenStuRZ(-?Fr)](?r(te ILEL;(fSTZFE)Ig:

Reading The Competency Graphs:

e For each personality characteristic, a distribution of possibles¢som less to more) is displayed in
deciles (1-10% = 1st decile, 11-20% = 2nd decile, etc.) using &ph dgptocks.

e This distribution is based on a professional norm group of approximately 40sp@hdents.

e Your score on each personality characteristic is represented gsafitac characteo

e Overlaid on the normative distribution, the colors and shading on the grapbarpdesirable ranges on
each characteristic for a particular competency.

e Ranges in which a characteristic may help are marked with imading (E ).

e Ranges in which a characteristic may be a potential concern hablading;(D ).

¢ You will notice from the pattern of shadings that low scores aragwassarily bad and high scores are not
necessarily good.

e Also notice that thélelpsandPotential Concernsanges for a characteristic may differ by competency.
For example, a higher level of assertiveness may be more defirabie competency than another.
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PERSONALITY DETAIL General: Manager Development Report 4/15/200:

Personality Implications for

o Decisive Judgment
Decisive Judgment

Making good decisions in a ractBased DDDEEEEE@D
timely and confident manner. Realistic D D D E E E E E E @
Serious-Minded, Restrained |§| |:| |:| E E E E E |:| |:|
Self-Reliance |:| |:| |:| E E E E @ |:| |:|
Assertiveness |:| |:| |:| E E E E E E @

Comments:

Helps

e Your fact-based orientation should be an asset when analyzing problemseuielgjevaluating the
merits of alternative solutions.

e You are self-reliant and should be comfortable making decisions on youlvowrshould be willing to
take responsibility for important decisions rather than relying exeggsin others for support or
guidance.

e Your assertive style should help you to confidently convince others of thensetor and the merits of
your decisions.

Potential Concerns

e Your pragmatism may sometimes cause you to overrely on past soluttoerstih@n consider new
possibilities. Try to discipline yourself to occasionally look for a wewifferent approach that is more
effective than what has worked before.

e Your low level of restraint suggests that you will react quickly wlaeed with decisions. Because of this,
you may sometimes make decisions without sufficient consideration aitipbtmonsequences and
outcomes. The developmental suggestions provided later in this repbelpaiou to manage this
tendency and improve the quality of your decisions.
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PERSONALITY DETAIL General: Manager Development Report 4/15/200:

Personality Implications for

ioni Ch ioning Ch
Championing Change ampioning Change

Taking action to support and Assertiveness D D D D E E E E E @
:ar;}ggwglr;t. change initiatives Work Pace D @ D D E E E E E E
Frustration Tolerance |:| |:| |:| @ E E E E E E

s ||| | EEEEE( Q)

Serious-Minded, Restrained |§| |:| E E E E E E |:| |:|

Comments:

Helps

e Your assertive nature should be an asset in a change leadershiforo$fiould be capable of persuading
people to adopt new courses of action.

e Your generally positive and resilient personality should be an assehtmge initiative. You should be
able to remain positive and resilient under most circumstances.

Potential Concerns

e Because of your preference for a slower than average work patg kie difficult for you to bring
enough energy to a change initiative to be effective. To the degrgmtial/ork Pace score is a true
indicator of your nature, you may have to discipline yourself to be morgegitethan normal to instigate
real change in your organization.

e Your very pragmatic orientation may lead you to resist new approackiEsasr You may overrely on how
things have been done in the past.

e You seem less restrained than most and may have a tendency tooepdtkly. Be careful that you do
not adopt or reject ideas without full consideration.
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Suzanne Example
PERSONALITY DETAIL General: Manager Development Report 4/15/200:

Planning And Organizing Personality Implications for
Planning And Organizing

Effectively organizing and

planni_ngt\_/vorkI accc()jrdigg(';of_ _ Structured D |:| E E @ E E E E E
et s o e e L | | S S ESSE
and priorities. Work Organization @ D D D E E E E E E
Multi-Tasking D D D @ E E E E D D

Comments:

Helps

e You appear to be willing to apply a certain amount of logical and systetinaught to the planning
process. This should help you to conceptualize and plan work activities.

e Strongly pragmatic by nature, you should emphasize realistic goals aelvdlepment of workable
plans.

Potential Concerns

e Without proper self-discipline, you will not be as organized in your peksané as is needed for this
competency.

e Your preference for routine and working on a limited number of tasks dino@enay sometimes interfere
with your ability to manage the planning and organizational aspects of yoesagially when faced
with multiple, competing demands.
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PERSONALITY DETAIL General: Manager Development Report 4/15/200:

Personality Implications for

. Driving For Results
Driving For Results g

Challenging, pushing the Assertiveness D D D D E E E E E @
o g emslves e ]| EESHES
worace [_J[QI[ [ | | EEEEE

reaisic [ ||| | EEEEEES

Frustration Tolerance |:| |:| |:| @ E E E E E E

Comments:

Helps
e Assertive and forceful, you should be able to influence others to ackemwés.

e Highly self-reliant, you should be comfortable establishing goals anugtalirsonal responsibility for
their achievement with little support or direction from others.

e Practical and pragmatic by nature, you should emphasize tangibls gsliimmediate outcomes.
e As resilient as most people, you should be able to remain positiveéedgapiration in most situations.
Potential Concerns

e Your slow work pace may interfere with your ability to achieve higkl&of personal work output and
may also inhibit your ability to inspire high effort levels in othersuhould make a special effort to
increase your work pace and energy level to be effective at this tmmpe

Although you seem to be highly self-reliant, your responses suggestuhaty not always follow through on all
of your commitments. As a result, you may occasionally take on morgoilnaan actually accomplish. In order
to be more effective, you may need to avoid the tendency to overgomrsdlf personally and try to delegate
tasks more often.
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PERSONALITY DETAIL
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Managing Others

Directing and leading others to
accomplish organizational goalg
and objectives.

Personality Implications for
Managing Others

wsseriveress [ ||| || | EEEEES
Positive about People D@DEEEEEED
Need to be Liked D@EEEEEEDD
Sociability DDDEEEE@ED
wnpece | Q)] |EEEEEEE
Self-Reliance DDDEEEE@DD
owimisn ||| R EEEEEE

Comments:

Helps

o Naturally assertive, you will enjoy a leadership role. Your forcafa directive style will enable you to

actively lead your group.

e Socially outgoing, you should be comfortable interacting with your subordinategeraamal level.

e Self-reliant, but not excessively so, you should be willing to do the ywrkself or allow subordinates to
participate, as appropriate for the situation.

e Your generally optimistic outlook should have a positive impact on the mafrataur group.

Potential Concerns

e Sometimes your tendency to be skeptical about people in general may ldadgdoo critical of
subordinates. Try to make a special effort to consider the assgktontributions of the people you
manage and, when giving feedback, focus on being positive and constructive.

e Your measured need to be liked is less than optimal for many manageiesnt his suggests that while
you should be able to take an unpopular position when necessary, you may also égsanihec
disagreeable. If this is true, you may have difficulty fosteringaperative work environment among those
you manage. Please consider the developmental suggestions that folleectiois of your report.

e Your work pace may be slower than desired for a management role. agonainconsistently exert the
level of personal effort (energy and work pace) needed to effectivaipge people. As a result, you may
sometimes need to push yourself, and others, to achieve objectiviamé@lyamanner.

The combination of your high assertiveness and low need to be liked sulggegtaithave a very competitive
nature. While this could help drive your group to high levels of achieveineotld also lead to unnecessary
conflict and detract from group morale if not properly managed.
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PERSONALITY DETAIL suzanne Example

General: Manager Development Report 4/15/200:

Coaching And Developing _ o
Others Personality Implications for
Coaching And Developing Others

Advising, assisting, mentoring

anhd providing feedback (;q _ Positive about People D @ D E E E E E E E
others to encourage and inspire .

the development gf work-relgted Need 1o be Liked D @ D E E E E E E E
competencies and long-term Insight DDEEEE@EEE
career growth. Need for Recognition |:| |:| E E E E @ E E |:|

Comments:

Helps

e Thoughtful and perceptive about people, you should be able to recognize suéténdés among people.
You are likely to take the time to ensure that you understand the ne&tigtions and circumstances of
those you coach and to try to adapt your approach accordingly.

e Your high need for personal recognition should help you to understand how meaningtibpii
recognition can be to other people and the importance of using these mélaidls in coaching
situations.

Potential Concerns

e Aptto be guarded and distrustful of others, you may have difficulty developthmaintaining the kind
of personal relationship needed in a coaching role. In order to bewffgeiu should make a special
effort to reach out, on a personal level, to those you coach. A goadgsfanint is to disclose some of
your own weaknesses or limitations and how you have worked to overcome them.

e Your relatively low need to please others may interfere with thieldement of a close coaching
relationship. You may need to make a special effort to becomesuppertive and helpful.

While the dimensions measured by ASSESS can address a desire or willimgoest and develop others, they
cannot evaluate whether you have the requisite knowledge and experientg goitte someone's development
in your organization. In developing this competency, take into account feediractthers and the skills or
experience you have gained from previous coaching work.
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PERSONALITY DETAIL
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Relationship Management

Developing and maintaining
positive relationships with
individuals outside their work

group.

Comments:

Helps

Personality Implications for
Relationship Management

rsseveness ||| || |EEEEEES

Need to be Liked D@DDEEEEEE
Insight DDDEEE@EEE

Positive about People D @ D E E E E E E E
Sociability |:| DDD EEE@EE
Self-Control |§| |:| |:| |:| E E E E E E

Criticism Tolerance |:| |§| |:| E E E E E E E

e Your assertiveness score suggests a high level of self-confidemeshguld have little difficulty

initiating new business relationships.

e Your strong interest in understanding other people should help you to recogniziivérsie motives and
adapt your approach to fit the individual. It is likely that you wilhibgre attuned to subtle social issues

than most.

e Your interests in and comfort with the social aspects of work shdlald you to develop and maintain
relationships across the organization. You are likely to seek oppatututnetwork.

Potential Concerns

e Your low concern for how you are perceived by others may interfereyaithability to build positive
alliances. At times, you may be overly competitive even when coitiborwould be more appropriate.

e Your tendency to be wary of the intentions of others may make ituiffr you to develop and maintain
long-term business relationships based on trust. You may be reluctarge business relationships with
people that you do not know well. Thus, if you do not manage this charactgost may miss
opportunities important to your business.

e Your tendency to express your thoughts and feelings readily may sometiprebleenatic. While some
may appreciate your openness, others may perceive you as saying or doingithmgisappropriate
restraint. This may limit your ability to maintain the respEgbeople who could provide important

alliances.

e Your tendency to be somewhat sensitive to criticism may occasidradlgr your ability to maintain good
business relationships. Especially in contentious situations, you may wasrgleze the issues and

become defensive.
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DEVELOPMENT SUGGESTIONS General: Manager Development Report 4/15/200:

In this section of the ASSESS Development Report we provide Devetbgomggestions for minimizing or
compensating for potential weaknesses. We highlight these areasdeeathink, based on your results, you
should consider them when you are setting goals and when you are writintgparpkn. Some of these probably
are areas you have already identified for improvement; others mawbe ne

For each suggestion, we highlight the competencies that it may ianmhgive you specific suggestions for
action steps you may want to include in your Development Action Plan. Triehsée: on-the-job activities,
books to read, tapes to listen to, and/or seminars to attend. Thimsefds a starting point and enlist the
suggestions of others as you complete your plan in the next section efibrit r
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DEVELOPMENT SUGGESTIONS General: Manager Development Reuont 4461260,

Low Serious-Minded Thinking
Competency(ies) This May Impact:

e Decisive Judgment
e Championing Change

The assessment results suggest that you are the type of person wikwm djuekly evaluate a situation and decide
on a course of action. While you are likely to proceed when others mighubieus and hesitant, if not properly
managed, this could also result in making decisions without sufficdesideration of alternatives and possible
consequences. If you find yourself making decisions that are not athawedht out as you would like or doing
things that you later regret, consider the following suggestions.

Activities

Pause a few minutes to think through your decisions or actions and tpkiainons before reacting. Avoid
making snap decisions or quick assumptions.

Develop the habit of reviewing alternatives and their potential consezgibatore responding.

Especially for important decisions, follow the maxim of "think ornl#k twice, and sleep on it" before
committing yourself.

In general, follow these guidelines for decision making:

¢ |dentify and gather all the information you need.

e Look for the real cause of the problem.

¢ Weigh different solutions.

¢ Avoid making snap decisions. Once you have made your decision, keep an openmaimdrimrmation.

When implementing an initiative, make sure that you take the tiplanoyour actions. Before jumping in:

¢ lIdentify the issues that may arise during implementation. Whaaraftected parties? Who needs to be
involved in the process? What type of information do you need to get started?
¢ Develop a detailed plan and time-line. (What, when, who, and how)

Books
Consider reading one or more of the following books:
Acceptable Rislby Baruch Fischhof, Stephen Derby, & Sarah Lichtenstein, Cambridgersity Press, 1984.

Decision Traps: Ten Barriers to Brilliant Decisibtaking and How to Overcome Thelmy Edward Russo & Paul
Schoemaker, Fireside, 1990.

Smart Choices: A Practical Guide to Making Better Decisipndohn Hammond, Ralph Keeney & Howard
Raiffa, Harvard Business School Publishing, 1998.
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Seminars

The Problem Solving and Decision Making Workslpopvided by American Management Association.
[http://www.amanet.org/seminars/cmd2/2504.htm]

Strategic Planning: Processes for Formulating Winning Stramemyyded by American Management Association.
[http://www.amanet.org/seminars/cmd2/2526.htm]
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DEVELOPMENT SUGGESTIONS General: Manager Development Reuont 4461260,

High Realistic Thinking
Competency(ies) This May Impact:

e Decisive Judgment
e Championing Change

Your assessment responses suggest that you tend to be very pragmati¢himigimgy. While this can be useful

in some situations, it may hinder your ability to try new approachekeasi You may tend to overrely on past or
proven solutions rather than consider whether a novel or different pérspaaht be more effective. If you
would like to broaden your way of thinking and view things from a fresh pergpecbnsider the following
suggestions.

Activities

If you find yourself reluctant to tackle a situation in a new waykevemn attempt to be aware of the reasons why
you are resistant. Is the old way of doing things really the best eg® an open mind and look for alternative
ideas rather than settling for the status quo.

When troubleshooting or making an important decision, ask for the input of atitel®e open to their ideas. Try
to implement some of their changes.

Try to take some calculated risks by thinking outside the box. You miatytovavork with others who are known
for their innovation or creativity.

Rather than handling the situation in the same way that has workedpasthéry to be flexible to suggestions of
others. Ask a trusted co-worker to highlight times when you are beibbash or unyielding.

When listening to the ideas of others, make an attempt not to imelgdiesregard ideas that sound impractical
or even radical. Is there a component of the idea that has isdtigte a way to work together to revise the idea
to include a practical implementation and result?

Allow yourself to dream about possibilities. You may be so focused onneleds to happen today that you have
not given yourself the opportunity to consider the future. Where would you Igeetgour job, your group, etc.

go in the next two to three years? What would you like to see accheqflit)se these as a starting place to think
about different ways of doing things.

Books
Consider reading one or more of the following books:

Innovation: Breakthrough Thinking at 3M, DuPont, GE, Pfizer, and RubberBagingssmasters Serids)
Rosabeth Moss Kanter (Editor), Fred Wiersema (Contributor), Jdfen).Tom Peters, HarperBusiness, 1997.

The Creative Priority: Putting Innovation to Work in Your Businegderry Hirshberg, HarperBusiness, 1997.

Why Didn't | Think of That? Think the Unthinkable and Achieve CreativatBesdy Charles W. McCoy Jr.,
Prentice Hall Press, 2002.
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Jamming: The Art and Discipline of Business CreatitzigyJohn Kao, Diane Publishing Co, 1996.

Five Star Mind: Games and Exercises to Stimulate Your Cra#ind Imaginatioly Tom Wujec, Main Street
Books, 1995.

75 Cage Rattling Questions to Change the Way You Work: Saakdp Questions to Open Meetings, Ignite
Discussion, and Spark Creativiby Dick Whitney, Melissa Giovagnoli, McGraw-Hill Trade, 1997.

Seminars

The Brain Power Course: Learn to Develop Your Thinking Sgilts/ided by American Management
Association [http://www.amanet.org/seminars/cmd2/2538.htm]

Creativity and Innovation: Thinking Creativabyovided by Padgett Thompson Seminars,
[http://www.click2learn.com/ptseminarsonline/1,2912,catalog!itemid&taD0000002226151,00.html]
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DEVELOPMENT SUGGESTIONS General: Manager Development Reuont 4461200,

Low Work Pace

Competency(ies) This May Impact:
e Championing Change
e Driving For Results

e Managing Others

A review of your answers to the personality questionnaire suggesy®thiatiork style is likely to be unhurried.
Certainly, there are many paths to productivity and effectivenesall mdtwhich include moving fast. Good
personal organization, working smart, and being smart can all havechsommore influence as a high energy
level. Getting many things done quickly may or may not be important tdieéieess in your job or to you
personally. However, if you find yourself missing important deadlings/thacould have met by stretching
yourself a little, not getting as much done as you should, or simply wigbingould be more energetic, consider
the following suggestions:

Activities
Set ambitious, urgent time deadlines in your work. This applies to fematecisions as well as projects.

Set intermediate or check point deadlines for lengthy projects to @hatigou complete required steps on
schedule.

Take a look at your schedule of physical exercise and make sure thaé ymirg some type of exercise on a
consistent basis. (Be sure to check with your physician before beginniegencise program.)

If you suffer from "afternoon fatigue,” you may want to watch whategaettufor lunch. Dietitians often

recommend a small, high protein meal at lunchtime while avoidimdya@l@and sugary desserts. Also, try to spend
a short amount of time doing light aerobic exercise (for exampl&jngalduring your lunch break. Exercising
and practicing relaxation techniques on a regular basis may alscsmg@a energy level.

Be aware that there are many time wasting events that disruptazlurctivity daily. Use the guidelines below to
learn how to handle some common time wasters.

Personal Disorganization:
e Finish what you start, avoid jumping around between several unfinished project
e Designate a spot for the paperwork, books, etc. that you use mosnfiggunel keep them there.
e Keep your desk clear of non-current projects and paperwork.
Lack of Objectives, Priorities and Deadlines:
e Make a list of your goals and objectives at the beginning of each dayda™list).

e Break large jobs into smaller pieces. Be sure to get startpdrtsof the job that you dislike early.
Reward yourself periodically by doing a part of the job you really enjoy.

ASSESSv2 Competency Development Re 19/38



e Attempt your highest priority items at your best time of the day. Kivigris usually best.)
e Set firm deadlines for having a job done.
Indecision or Procrastination:
e Make the decision to get started on a project and go public by announciothiits.
e Reward yourself for persistent effort with short breaks.
e Set short-term goals that lead to project completion.
e Be willing to make decisions based on partial information.
Fatigue:

¢ When you find yourself wasting time through daydreaming or other non-productive bekakaoa short
break. Get up, walk around, and then go back to work.

e When you are genuinely tired, call it a day. Plan on being productiveyafidrave rested.
Books
Consider reading a book on Time Management:

First Things First Every Day: Because Where You're Headed Is Mugyortant Than How Fast You're Going
Stephen Covey, A. Roger Merrill, & Rebecca R. Merrill, Side, 1997.

Managing Management Time by William Oncken, Jr., Englewood Chfis Prentice-Hall, 1989. (Out-of-print
classic. Look for it in your local library.)

The Time Trapby Alex MacKenzie, AMACOM, 1997.

How to Get Control of Your Time and Your Lifgy Alan Lakein, New American Library, 1996.

Books
Read a book on Procrastination or Indecisiveness such as:

The Now Habit: A Strategic Program for Overcoming ProcrastinatimhEnjoying GuilkiFree Playby Neil
Fiore, JP Tarcher, 1989.

Overcoming Procrastination; Or How to Think and Act Rationally in Syitdfe's Inevitable Hassldsy Albert
Ellis, & William Knaus, New American Library, 1983.

The Procrastinator's Handbook: Mastering the Art of Doing It IdpWRita Emmett, Walker & Company, 2000.

Books
There are many good books dealth and FitnessSome of these include:

The Aerobics Program for Total Wdlleingby Kenneth Cooper, Bantam Doubleday Dell Publishing Group,
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1985.

14 Days to Wellness: The Easy, Effective, and Fun Way to OptimwatttHyy Donald Ardell Ph.D., New World
Library, 1999

Tired of Being Tired: Overcoming Chronic Fatigue & Low EnebbgyMichael Schmidt, Frog Ltd, 1995.

The New Fit or Faby Covert Bailey, Houghton Mifflin Company, 1991.

Tapes
Listen to an audiotape while driving or exercising:

Working Smarter: How to Get More Done in Less TinyeMichael Leboeuf, Simon & Schuster (Audio
Cassette), 1995.
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DEVELOPMENT SUGGESTIONS General: Manager Development Reuont 4461260,

Low Work Organization
Competency(ies) This May Impact:
¢ Planning And Organizing

Your responses to the assessment suggest that you may be less omgamized/ork habits than the typical
professional. If you find yourself having difficulty in this area, constisreloping organization skills.

Activities

As you approach projects, make sure you take the time to think throughpibreant steps. Are there things you
need to do before you can proceed from one step to another? Are tketbaasan happen at the same time?
What should be done during each step?

Take ten minutes at the beginning of each workday to prioritize what yidoewdoing that day. Keep a short list
of things that are necessary to accomplish and work the list.

Once every few weeks clean your office area. File away unnegessther or any finished projects. Keep in
reach only the information or paperwork that you will need in the neaefutur

Use an electronic calendar to remind you about deadlines and to help wmbenimportant meetings. Using
the reminder features of these calendars, set intermediatindedo ensure that you are progressing toward your
goal in a timely fashion.

Identify someone who is organized and good at planning activities. Askwhatrtips and strategies they use to
maintain organization.

Books
Consider reading the following books:

The Organized Executive: A Program for Productivity: New Ways to Faiane, Paper, People, and the
Electronic Officeby Stephanie Winston, Warner Books, 1994.

Stephanie Winstds Best Organizing Tips Quick, Simple Ways to Get Organized andrGéfith Your Lifeby
Stephanie Winston, Fireside, 1996.

Shortcuts for Smart Managers: Checklist, Worksheets, and Actimis Rir Managers with No Time to Wastg
Lisa Davis, AMACOM, 1998.

Project Skills (New Skills Portfolid)y Sam Elbeik & Mark Thomas, Butterworth-Heinemann, 1999.

Getting Organized: The Easy Way to Put Your Life in OlieBtephanie Winston, Warner Books, 1991.

Organize Your Office!: Simple Routines for Managing Your WorksgmcBonni Eisenberg, Hyperion, 1999.

Seminars
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How To Get More Organizegrovided by Padgett Thompson Seminars. [http://www.pttrain.com/ptPGM®.c
Mode=D&Ecode=1218240]

Improving Your Managerial Effectivenepsovided by American Management Association.
[http://Avww.amanet.org/seminars/cmd2/2508.htm]

Managing Multiple Projects, Objectives and Deadlipessided by Skillpath Seminars.

Fundamentals of Successful Project Managemenided by Skillpath Seminars.
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DEVELOPMENT SUGGESTIONS General: Manager Development Reuont 4461200,

Low Multi-Tasking
Competency(ies) This May Impact:
e Planning And Organizing

Your responses to the assessment suggest that you may prefer to fonasoom few things at a time rather than
handling multiple tasks. In addition, you may be somewhat uncomfortable ateahwith unpredictability. If
you would like to improve in these areas, consider the following suggestions:

Activities

At the beginning of each workday, prioritize your tasks and allocaterieeded to complete them. Tackle each
task according to its order of importance, but make an effort texibl# if priorities change.

Increase your comfort level by volunteering to work on a few additiongdgis, but be careful not to overextend
yourself. The more experience you gain juggling multiple demands, the yamiteability to effectively adjust
your goals and priorities will become. Start by handling a few proggetsncrease these as you feel more
comfortable.

Schedule specific time on your calendar to work on each projechd@ay@ur time among activities and block
the time on your calendar so that others will know your schedule.

Break projects down into defined work steps so that you can focus andeaalsense of closure at the
completion of each step, rather than at the completion of an ertjeetpr

When you find yourself feeling stressful or frustrated take a fewentsrto relax. Discover a relaxation method
that suits you. There are many techniques that you will find in most looastsess management. For example,
meditation techniques, simple stretching, walking or yoga are known to beejaration methods.

Books
Consider reading one or more of the following books:

Managing Projects in Organizations: How to Make the Best Usérad, TTechniques, and People (JosBegs
Management Serie®y J. Davidson Frame, Jossey-Bass, 1995

1001 Ways to Take Initiative at Wolly Bob Nelson & Matt Wawiorka, Workman Publishing Company Inc.,
1999.

How to Stay Cool, Calm & Collected When the Pressure's on:es$s€ontrol Plan for BusinesspeopieJohn
E. Newman, AMACOM, 1992.

Seminars

Time Managementrovided by American Management Association.
[http://www.amanet.org/seminars/cmd2/2233.htm]
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Dealing with Competing Demands: Mastering the Managerial Balanaghgrévided by American Management
Association. [http://www.amanet.org/seminars/cmd2/2267.htm]

Managing Multiple Projects, Objectives and Deadlipes/ided by Skillpath Seminars.
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DEVELOPMENT SUGGESTIONS General: Manager Development Reuont 4461260,

Low Need to be Liked
Competency(ies) This May Impact:

e Managing Others
e Coaching And Developing Others
¢ Relationship Management

Your assessment responses suggest that you may not put much effortidtibg lauid maintaining harmonious
relationships at work. Having cooperative work relationships can oféde the difference between success and
failure on a project. If you would like to build better, more cooperatimd more productive relationships at
work, consider the following suggestions:

Activities

Focus on cooperation and being a team player when working with others.amgidaunnecessary
competitiveness.

Pay attention to the needs and concerns of others. Make a conclentet efive people credit for their
contributions and pay attention to the way in which each person you workowittibcites to the success of your
organization.

Work on developing more of a "win-win" style in dealing with othersdgeize that compromise and
accommodation can be can important in developing and maintaining effectikeelationships.

Consider the development of your human relations skills in general. Ybfingithat the payoffs, in terms of
commitment and support from others, can be very large.

Below are some books you may find helpful in developing your ability to workodtirs.
Books

Consider reading one or more of the following books:

People Skilldy Robert Bolton, Simon & Schuster, 1986.

People Styles at Work: Making Bad Relationships Good and Good RelatioBsfiiphy Robert Bolton,
Dorothy G. Bolton , AMACOM, 1996.

20 Communication Tips at Work: A Quick and Easy Guide to SuccessfuiddssRelationshigsy Eric Maisel,
New World Library, 2001.

Working Relationships: The Simple Truth About Getting Along With FriemdsFoes at Worky Bob Wall,
Davies-Black Pub, 1999

Romancing the Room: How to Engage Your Audience, Court Your Crowd, and SpedsS§fully in Publidy
James Wagstaffe, Three Rivers, 2002.
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Seminars

Building Better Work Relationships: New Techniques for Resurisnted Communicatioprovided by
American Management Association. [http://www.amanet.org/senamad®/2235.htm]

Responding to Conflict: Strategies for Improved Communicgiionided by American Management
Association. [http://www.amanet.org/seminars/cmd2/2115.htm]

How to Excel at Managing and Supervising Pe@ptevided by Skillpath Seminars.

How to Become a Better Communicafwovided by Skillpath Seminars.

Coaching and Teambuilding Skills for Managers and Supervisoxsded by Skillpath Seminars.
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DEVELOPMENT SUGGESTIONS General: Manager Development Reuont 4461260,

Low Positive About People
Competency(ies) This May Impact:

e Managing Others
e Coaching And Developing Others
¢ Relationship Management

The assessment results suggest that you tend to have a criticaf dthers. The positive side to this is that you
are likely to catch small mistakes others make before they bdeogeeones. Also, you are unlikely to let other
people take advantage of you. The negative side is that you may tend t@bgeationistic, critical or hard to
please. If these comments ring true for you, consider the following stimugeto increase your tolerance of
others:

Activities

Ask yourself if you maintain a balanced perspective on others -sttax you place equal emphasis on others'
assets and liabilities (their strengths and their weaknesses)?

Work on being more tolerant and also more realistic in your expectafipe®ple. Try to judge others as you
would like to be judged, and try to give people the benefit of the doubt andsnaiatheir intentions are always
suspect.

Give others a second chance once in a while.

Work at establishing relationships with others who are different fram Interacting with people of different
backgrounds will help you learn about the unique contribution others have to offer.

Books
Consider reading one or more of the following books:

Truth, Trust, and the Bottom Line: 7 Steps to THBased Managemebly Diane Tracy & William Morin,
Dearborn Trade, 2001.

Trust in the Balance: Building Successful Organizations on Remithkgyrity, and Concerhy Robert Shaw,
Jossey-Bass, 1997.

Trust and Betrayal in the Workplabg Dennis Reina & Michelle Reina, Berrett-Koehler Publishing, 1999.

Too Perfect: When Being in Control Gets Out of ConlgoRllan Mallinger & Jeannette Dewyze, Fawcett
Books, 1993.

The Leadership Triad: Knowledge, Trust, and PowebDale Zand, Oxford University Press, 1996.

Resolving Conflicts At Work : A Complete Guide for Everyone on thebjolboan Goldsmith & Kenneth Cloke,
Jossey-Bass, 2000.

ASSESSv2 Competency Development Re 28/38



Built on Trust: Gaining Competitive Advantage in Any OrganizabgrArthur Ciancutti M.D. & Thomas
Steding Ph.D., Contemporary Books, 2000.

Bridging Differences: Effective Intergroup CommunicatimnWilliam Gudykunst, Sage Publications
Incorporated, 1998.
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DEVELOPMENT SUGGESTIONS General: Manager Development Rauont 4461200,

Low Criticism Tolerance
Competency(ies) This May Impact:
¢ Relationship Management

Your assessment results suggest that you may tend to take negalisckemore personally than it is intended.
At times, you might be hurt and offended by this feedback even when theahtkatother person is to provide
you with constructive information for improvement. If not managed, thissewsitivity could interfere with the
quality of your interpersonal relationships. This may be perceived essileness by others and discourage them
from providing you with valuable suggestions and feedback. People may stop givirdvicaiand you may

miss the opportunity to receive genuine improvement ideas from others.

Activities
To develop more objectivity in your interpersonal relationships:

e Ask yourself why your feelings are hurt. Is it because you demand penfettyourself and overreact to
any suggestion that you are less than the best? Keep in mind that ev&aya@ssets and liabilities
(strengths and weaknesses). Be easier on yourself. Try to be gaodeegvgood, but not necessarily
perfect every time.

e The next time you feel someone is being critical of you, step backtfresituation and try to view it in a
more objective manner. Maybe they are just trying to give you informatiammaking a statement about
your personal value or worth.

¢ Remember that all of us need feedback, both positive and negative, targtalevelop. Try to accept
both gracefully. If you respond too defensively, people may stop providing you veitveinable
information.

To be more effective in receiving feedback:

e Recognize that, while others may not always know how to give feedbdwk imdst constructive or most
tactful manner, the information they are trying to convey may be verylusef

e Listen carefully and try not to interrupt. Take your time to analyedeedback and try to respond
objectively.

e Ask questions to make sure you understand. (For example, "Can you giveeraraoie of what you
mean?")

e Briefly repeat, in your own words, what you think the person is sayingefwnple, "You mean |
overreacted when you said . . .?") They will either agree withngst@tement or they will refine their
point in a way that will help you understand.

e Continue this process until you both agree that you understand their feedback.

e Acknowledge valid points. Think them through and discuss them carefully.
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Books
Consider reading one or more of the following books:

The Power of Positive Criticistmy Hendrie Davis Weisinger, AMACOM, 1999.

When Words Hurby Mary Lynne Heldmann, Ballantine Books, 1997.

Breaking the Chain of Low SeEsteenby Marilyn Sorensen, Wolf Publishing Company, 1998.

How to Raise Your SelEsteenby Nathaniel Branden, Bantam Doubleday Dell Publishing Group, 1988.

The Six Pillars of SelEsteemby Nathaniel Branden, Bantam Books, 1995.

Honoring the Self: The Psychology of Confidence and Regpeiathaniel Branden, Bantam Books,
Incorporated, 1985.

Self-Esteenby Matthew McKay and Patrick Fanning, St Martins Mass MarkpeRd987.
Tapes
Use driving or other down time to listen to an audiotape:

Pulling Your Own Strings: Dynamic Techniques for Dealing With Othepkeand Living Your Life As You
Choose (Audio Cassettby Wayne Dyer, Harper Audio, 1991.

Increasing SelEsteem by Transforming Critical Voices (Audio Cassdite) ynda Fudold, Genesis I, 1997.

ASSESSv2 Competency Development Re 31/38



DEVELOPMENT SUGGESTIONS General: Manager Development Rauont 4461200,

Low Self-Control
Competency(ies) This May Impact:
¢ Relationship Management

The assessment results suggest that you are expressive and neckgirgour words and actions. While these
attributes can contribute to others viewing you as genuine and knowing whestayayif not properly
controlled, they may also result in saying or do things that you latetréghis describes you, try a few of the
following suggestions.

Activities

Pause a few minutes to think through your actions and words and theiritioplicbefore reacting. Avoid being
reactive.

Take steps to increase your diplomacy and tact in communicating witls.dlegeome aware of how you phrase
or present ideas to others. Consider how others may respond to your wontkskenithie necessary adjustments to
improve your communication style. In situations of conflict, try to iemalm. Rather than reacting, try to pause
and calm down (count to ten). Once you have given yourself some e réspond in a manner that is
productive and that will lead to a constructive resolution.

Do not be afraid to walk away from a situation until you have timettweggour thoughts and control your
emotions. (If you are speaking on the telephone, ask the person if you@athgla on hold for a moment.)

Avoid being too spontaneous or overly expressive. Ask a trusted friend to pagituatipns where you might
have said or done things that lacked business maturity. When facetatiitwation again, come up with a plan
on how to respond in a more appropriate manner.

Books
Consider reading one or more of the following books:

Managing Your Mouth: An Owner's Manual for Your Most Important Busidesetby Robert L. Genua,
AMACOM, 1993.

How to Stay Cool, Calm & Collected When the Pressure's on:es$s€ontrol Plan for BusinesspeopielJohn
E. Newman, AMACOM, 1992.

Seminars

Managing Emotions in the Workplace: Strategies for Suquesgéded by American Management Association.
[http://vww.amanet.org/seminars/cmd2/2540.htm]

The Essentials of Credibility, Composure and Confidgmogided by Skillpath Seminars.

The Essentials of Communicating With Diplomacy and Professionaliswided by Skillpath Seminars.
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Suzanne Example
ACTION PLANNING General: Manager Development Report 4/15/200:

Overview

Many of the personality characteristics measured by ASSESS8Iatigely fixed by the time we reach adulthood
and are slow to change. However, if we understand our basic naturaenthe personal discipline to work on
some of the things that can be weaknesses, we can learn to comf@nsat nature. In a sense, we learn to
behave in effective ways in spite of our natf@r example, | might be very shy by nature but | can learn to talk
with strangers, how to "work a crowd" and other conversational and socid &kibe more effective, in spite of
my underlying shyness.)

Ultimately, for most of us, how effective and successful weraoeir current and future jobs is mostly dependent
on the level of effort, self-discipline and self-development weyappl

This section of the report will help you set goals and write actimsptio develop your areas of weakness as well
as capitalize on your areas of strength. These Action Planiseljllyou manage, accentuate, or compensate for
innate personal characteristics as you work to effectively disptagdmpetencies and behaviors needed to be
successful in your role.

(Remember, as was discussed earlier in this report, ASSESS is desigetp you consider the impact of your
personality and (in some cases) your general abilities on competenom@ete development plan should also
consider the knowledge, skills and experience needed to display des$iastibbe)

Process
The career development process includes three stages:

e Awareness
e Goal Setting
e Action Planning

This part of the report will guide you through each of these stagds Bxercises that follow, you will take stock
of your strengths and your weaknesses (self-awareness), seledsthienportant areas on which to focus (goal
setting) and write an action plan for your development.

As you work on your plan, think of self-development as a continuing cycle. Ybnowbe finished when you
complete your plan or even when you have completed all of the actionrsteps iplan.

To stay abreast or ahead of the workplace of the future, you willtoereassess yourself and your goals at
regular intervals. Adjust or add to your development plans as you go foRergmber that development is a
continuous process to be worked throughout your career.

Additional Resources

Additional development resources are available through the ASSESSpaantts website at
www.bigby.com/systems/assessv2/resources/emplarydiais website you will find sample action plans, goal
setting & action planning worksheets, and more.
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Suzanne Example
ACTION PLANNING General: Manager Development Report 4/15/200:

Self Awareness
Capitalizing On Strengths

Start first by recognizing your strengths and thinking about how you can build upowiticayitalize on them to
be effective in your job. Your ASSESS results can help you to highligketareas.

Review your ASSESS feedback for potential strengths. Think about yountcjotveand potential future jobs.
List on a sheet of paper those aspects of your personality and sifil#teenable you to do your job well and
could help you to be successful in the future.

Next to each strength, list how this strength could help you to contritareeimyour current or future role. Try
to really stretch your thinking and find at least three ways thésgtin helps you.

Finally, identify at least one specific way you will apply thigsgth in the next six monthsor example:
Strength:l am assertive and enjoy influencing others.
Contribution:

e Helps me to promote ideas (mine and others)
e Others see me as a leader
e | am able to influence others to try new things

In the next 6 months:will volunteer to be the presenter for our team at the next eonwations meeting where
we have to request additional budget and resources.

Recognizing Areas for | mprovement

The second part of self-awareness is recognizing your weaknessesnRer that all of us have weaknesses as
well as strengths; the key is to recognize them so that you can improve

Again, review your ASSESS feedback and, especially, your developmentsuggasidentify areas for
improvement. Think about your current role and future roles. List on aaheaper those aspects of your
personality and abilities that might hinder you in your job performance.

Next to each area for improvement, list how it might limit yofeafveness now and how it might limit your
potential in the future-or example:

Area for Improvementdigh Realistic Thinking
Limitations:

e Not as creative as | would like to be
e | tend to rely on old ways of doing things
e | can be stubborn about change.
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ACTION PLANNING suzanne Example

General: Manager Development Report 4/15/200:

Goal Setting

Once you have identified your strengths and your potential weaknesses, yeadgreo set goals for your
development. These goals might help you to capitalize on a strength omsanep®r a weakness.

Example goals to capitalize on strengths might be:

e Better utilize my social skills and interests to build networkkiwthe organization

e Better utilize my reflective thinking style by becoming more involvestiategic planning
Example goals for improving a potential weakness might be:

e Increasing my assertiveness so that | am better at influend¢iagsot

e Becoming more flexible and creative in my thinking

e Improving my time management

e Developing a more positive outlook

After you have reviewed your ASSESS Feedback and your development suggesticaiter you highlighted

your most important strengths to accentuate and your most important wssskteedevelop, write a list of
development goals.

Once you have written this list, set your development priorities. i$hiityour time and resources were limited
(which they are), which of these would you tackle first, second, teic?

Select your high priority goals (we usually recommend that you tackleebettwo and four goals) and begin
building your Development Action Plans.
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ACTION PLANNING Suzanne Example

General: Manager Development Report 4/15/200:

Building Your Development Action Plans

Much like the other projects you undertake at work, your Development Plam sgi@alearly outlined and well
executed. For each of your goals, you should construct an Action Plan.

The key elements in an Action Plan are:

1.

Your Goal- This is the personality or ability area you have identified edbean area to accentuate (an
existing strength that you want to utilize more) or as a developnmem({ssmething that could hinder your
performance if not properly managed).

Desired OutcomesAs a result of working this plan, what new outcomes will beeaetul? What
competency or competencies will this impact? Try to tie thesettirto your current job or to a desired
future job. List at least three observable differences.

Action Steps These are on-the-job activities that you will do, training andatahucopportunities you will
complete, books you will read, role models you will enlist, or volurdegvities you will engage in.
Ensure that your actions steps are detailed and specific, artthvélla direct affect on the outcome of
your goal. (If this is an area for development, the Development Suggesicluded in your report should
help you with the content of your action steps.)

Target Dates The dates you will begin each action step and the dates you expewtptete them.
Ensure that these dates are aggressive, but attainable artitrealis

Progress Indicators Observable changes that will tell you that you are making progn@asc your goal
as a result of completing the action step.

Barriers - Anticipate what things may hinder your ability to complete th@adtiep and develop a
strategy to overcome them. Barriers might include time, resqurme®y, support from others, etc.

(Blank Action Plan Worksheets and examples of completed action plans praytdx separately from this
report by going tavww.bigby.com/systems/assessv2/resources/employee
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Suzanne Example
ACTION PLANNING General: Manager Development Report 4/15/200:

Implementation

The best advice we can give you in implementing your development planESXMNBNOW. TODAY, after
completing your plan, you are motivated; tomorrow, as your work and perderiatdiide, you will be
distracted. Take action today.

e Schedule a meeting with your manager, coach or mentor to review yawraefine it based on their
good advice.

e Enroll in the necessary courses and training.
e Visit the library or local bookstore to obtain books or audiotapes.
e Make a list of other on-the-job activities you will begin this week.

Remember that you are ultimately responsible for making the changeuA®ntinue your development process
keep the following in mind:

e Do not give up. Commit to pursuing your goals and persist in your efforts.

e Review your action plan often to ensure that you are on the right path akidgmorachieve your goals
within your time frame.

e Reward yourself when you meet your goals and desired outcomes.

e Continuous improvement is the key to self-development. Once you have achiegsals in this action
plan, reassess your situation, review your results, set new godlspntinue on your path of growth and
self-improvement.
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GRAPHIC PROFILE

Suzanne Example

General: Manager Development Report  4/15/200:

Reflective

Structured

Serious-Minded, Restrained
Fact-Based

Realistic

Work Pace
Self-Reliance

Work Organization
Multi-Tasking

Need for Task Closure
Acceptance of Control
Frustration Tolerance
Need for Freedom
Need for Recognition

Detail Orientation

Assertiveness
Sociability

Need to be Liked
Positive about People
Insight

Optimism

Criticism Tolerance
Self-Control

Cultural Conformity

Positive Response Factor 1

Positive Response Factor 2

Low need to probe
Avoids step-by-step
Quick to decide
Intuitive

Imaginative

Unhurried

With others

Dislikes structure, order
Routine, one task at a time
Low

Dislikes rules, controls
Sensitive

Low

Low

Dislikes details

Low

Shy or uninterested
Low

Skeptical, cautious
Does not analyze others
Pessimistic

Subjective, sensitive
Expressive

Low

Low

Low
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Thinking
9
)

Working

()

Relating

o

Thoughtful, philosophical
Logical, systematic
Serious, careful, cautious
Factual

No-nonsense, pragmatic

Active, busy

By self

Prefers structure, order
Multiple tasks, variety
High

Welcomes rules, controls
Resilient

High

High

Enjoys detailed work

High

Outgoing

High

Trusting, positive
Analyzes others
Positive, optimistic
Objective, thick-skinned
Reserved, careful

High

High

High
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