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Trust 

Characteristics of an Effective Leader 

Consider what traits make a good leader and how trust is an important leadership characteristic. Answer the 
following questions. 

1. What characteristics make an effective leader? List at least 10. Circle the three leadership characteristics you
consider the most important.

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

2. What characteristics are detrimental in a leader? Why or why not?

3. What characteristics could you bring to a leadership position?

4. How important is trust in a leader? Why?

5. What happens if you do not trust someone in a leadership position?

6. List at least 4 ways a leader can build trust within a group.

1.

2.

3.

4.
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Trust 

Confidentiality Scenarios 
Here is a list of suggested workplace scenarios. Have each small group work through each scenario as a team and 
answer as to how they would suggest each scenario be handled. 

Scenario I: You are on a work trip to a conference with a colleague. You stop to have drinks at a happy hour event. 
Your colleague overindulges and ends up saying and doing a few outrageous things before passing out. Do you share 
this story back at the office? 

Scenario 2: You and your manager had a very confrontational verbal disagreement about how you are handling an 
account. Do you vent to your coworkers? Do you vent to your friends? 

Scenario 3: Your friend, who is also your partner and co-owner of the restaurant, decides to go solo and open his 
own restaurant. It will directly compete against you. You've been through a lot together and have plenty of infor
mation that could negatively influence his reputation. Do you leak this information? 

Scenario 4: You are good friends with a special education teacher in your school building. You are out to dinner 
with her and she shares that she is frustrated by a student who acts out frequently. She tells you the student's name. 
He is a student with an IEP and Behavior Intervention Plan. What do you say? 

Scenario 5: You have a coworker who is very sensitive and emotional. She gets upset when he/she doesn't feel 
listened to and is extremely offended if you don't stop everything to listen the latest story. You've had it with the 
frequent interruptions and drama. What do you do? 

Scenario 6: You are a human resources intern at a large company. Your direct supervisor has just interviewed 
someone you know very well. The person interviewed has just gone through treatment for drug addiction. You don't 
expect this person to be able to be successful because they have gone through treatment before. Your supervisor says 
positive things and mentions that she is thinking of hiring this person. Do you say anything? 



Coaching & Mentoring 

Coaching vs. Mentoring 
Instructions: The left column describes one aspect of coaching. In the right-hand column, identify how mentoring 
is different than coaching relating to each aspect of coaching. 

Coaching Mentoring 

Coaching is short-term. 

Coaching is task-oriented. 

Coaching does not require design. 

Coaching is performance driven. 

The immediate manager of the employee 
being coached is an essential partner. 

Coaching is more easily evaluated as a return 
on investment. 

Coaching relies on performance manage-
ment systems, such as performance reviews 
and other documentation. 

The designated coach will provide feedback 
to the employee's direct manager. 

Coaches are paid for their services. 

Each coach operates independently. 

The person being coached does not need 
training on understanding the coaching 
relationship. 
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Coaching & Mentoring 

Coaching vs. Mentoring 

Coaching Mentoring 

Coaches focus on business issues. 

Coaching usually involves a smaller dollar 
investment. 

Coaching often relies on online systems and 
software. 

Coaches leave once the task is completed. 

Coaches are primarily 'outside experts.' 

Coaching can be done for remedial 
purposes. 

Coaches are not connected to the 
organization's top managers. 

The focus is on the individual to develop 
greater expertise for the job. 

Coaches are experts in specific areas. 

A coach could be the manager of the person 
being coached. 

Coaching is one-directional. 

Coaching involves content and expertise. 

Coaching is focused on behavioral 
transformation. 



Coaching & Mentoring 

Four Phases of a Mentoring Relationship 
Instructions: Write notes in the area below on the Four Phases of a Mentoring Relationship. 

Phase: Forming 

Characteristics Communication 

Phase: Challenging 

Characteristics Communication 
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Coaching & Mentoring 

Four Phases of a Mentoring Relationship 
Instructions: Write notes in the area below on the Four Phases of a Mentoring Relationship. 

Phase: Growing 

Characteristics Communication 

Phase: Ending 

Characteristics Communication 



Coaching & Mentoring 

Mentoring Self-Assessment 
Instructions: Answer the following questions as you assess the qualities that you may or may not possess as a 
potential mentor. 

1. What are four or five qualities that you have that will help you be an effective mentor?

2. What are four or five tendencies that you have that could potentially make it difficult for you to be a mentor?

3. Do you think you would make a better coach or a mentor? Why or why not?
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Decision Making & Goal Setting 

Setting SMART Goals 
Instructions: Define what each letter represents for the acronym, SMART. 

s 

M 

A 

R 

T 

Instructions: Place the correct letter of the acronym SMART with the statements below in the space provided. 

What is the completion date? Does the date create a sense of urgency? Set deadlines 
and go after them. Keep the timeline realistic and flexible. 

What will the goal accomplish? How will you accomplish it and why is this a goal? 
What exactly do you want to achieve? What are possible alternative ways of achieving 
the same goal? 

Is it possible to reach this goal? Do you have the necessary skills, abilities and resources? 

How will you measure whether or not the goal has been reached? Include at least two 
indicators. Break down the goal into concrete elements. 

What is the reason for the goal? What is the purpose or benefit of accomplishing it? 
What is the end result of the goal? 

In the work environment, SMART goal setting is one of the most effective tools for achieving goals. It creates verifi
able trajectories towards a certain objective with clear milestones and an estimate of the goal's attainability. 
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Decision Making & Goal Setting 

SMART Goal Scenario 

Instructions: Read the scenario below and practice writing a SMART goal in the space provided. 

Maria is a recent college graduate. She has a degree in graphic design. It has always been a dream of hers to start her 
own business using her own designs for things like cards and calendars. She likes the idea of having her own busi
ness so she can work when she wants and travel. She loves to travel with her family and she uses some of the pictures 
from her trips in her designs. She would really like to be able to quit her part-time job in a couple of years to run her 
own business full time. 

Maria's broad goal is: I want to start a business. 

Now, write a SMART goal to help Maria. 

s 

M 

A 

R 

T 




