Test Your Attending Skills
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For each statement below, assess your skill level by rating the frequency of behavior:

	When communicating with others:

1. I allow others time to share their views before I offer my own opinion.

2. I make a concentrated effort to understand other people’s point of view.

3. I avoid interrupting or completing other people’s sentences when they are speaking.

4. I use words and verbal cues that encourage others to  share more freely.

5. I like to hear people’s impressions and feelings, as well    as the facts of a situation.

6. When listening, I frequently nod and make eye contact 

      that demonstrates interest.

7. I try to match the tone, pace of speech and the body language of other people when conversing with them.

8. I make an effort to find what’s important in a person’s message, rather than assuming it is uninteresting.

9. I encourage the other person to clarify and expand on  their message.

10. I try to create a safe environment in which people can share openly, without fear of being judged.  


	(
Frequently


	(
Sometimes


	(
Seldom




[image: image2.wmf]
Which specific behaviors would you like to modify, to enhance your Attending Skills?

What actions might you take to accomplish this? 


________________________________________________________________


________________________________________________________________


________________________________________________________________

Test Your Discovery Questioning Skills
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For each statement below, assess your skill level by rating the frequency of behavior:

	When coaching an individual or team:

1. I believe that people have the ability to come up with their own creative ideas and solutions.

2. I refrain from trying to “fix” people, by asking insightful and thought-provoking questions instead.

3. I intentionally use discovery questions to help people clarify their goals and needs.

4. I practice using open-ended questions in order to elicit more ideas and creative solutions.

5. I use discovery questioning to help others identify the consequences of their actions.

6. I use discovery questions to find out what motivates another other people.

7. I avoid using interrogative types of questions, realizing  they cause others to become defensive. 

8. I use discovery questions to challenge individuals to reach higher levels of performance.

9. I encourage people to ask discovery questions of themselves  when learning something new or problem-solving.

10. I keep my discovery questions “light and curious” in order to create a safe environment for sharing information.  


	(
Frequently


	(
Sometimes


	(
Seldom




[image: image4.wmf]
Which specific behaviors would you like to modify, to enhance your Questioning Skills?

What actions might you take to accomplish this? 


________________________________________________________________
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Test Your Feedback Skills

[image: image5.wmf]
For each statement below, assess your skill level by rating the frequency of behavior:

	When giving feedback:

1. I make sure that feedback is an integral part of the coaching process.

2. I make a point of following up with individuals to give them feedback on how they are progressing.

3. I give feedback that is timely and relevant to the situation at hand.

4. I make sure that my feedback is specific and based on observable behaviors and/or facts.

5. I take the time to recognize and celebrate individual or team successes when they occur.

6. I give feedback that is in direct proportion to the behavior or result – e.g.- not over rewarding or under correcting

7. I take the time to plan and rehearse my feedback especially if it is corrective feedback.

8. I ensure that corrective feedback is conducted in private and positive feedback is recognized appropriately.

9. I try to use metaphors and specific examples when giving feedback, to help individuals understand more clearly.

10. I encourage individuals to seek feedback from a wide variety of sources –e.g.-from peers, clients, 360( feedback
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Which specific behaviors would you like to modify, to enhance your Feedback Skills?

What actions might you take to accomplish this?

Test Your Teaching Skills
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For each statement below, assess your skill level by rating the frequency of behavior:

	When teaching:

1. I encourage individuals to set targets for improvement and then coach them in reaching those goals.

2. I provide new learning opportunities that will challenge individuals to grow- i.e.- specific projects and assignments.

3. I am aware that there is a learning curve when developing a new skill and I take that into account.

4. When assigning a new task, I assess what level of learning the individual is at (per level of competency). 

5. I tailor my coaching style to meet the individual’s level of learning as they develop the skills to do the task.

6. I help individuals break down their problems and tasks into smaller, more manageable parts.

7. I openly share my knowledge, skills and resources with an individual to help them learn more fully.

8. I encourage individuals to develop learning plans based on their career goals and work objectives.

9. I take the time to review learning plans with an individual and give feedback that is practical and supportive.

10. I help individuals build mentoring relationships and networks of people who can help them learn. 
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Which specific behaviors would you like to modify, to enhance your Teaching Skills?

What actions might you take to accomplish this? 
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