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_& Basic Communication Styles

¢ Informal Employee Communication
+ Formal Employee Communication
o Effective Delegation & Teamwork
o Clear Expectations

¢ Using Email
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DiSC® Classic 2.0

The four dimensions:

- D, i, S, and C are combined to provide a
Classical Profile Pattern that describes a wide
range of interpersonal behaviors and preferences.

DiSC® Classic Profile 2.0 — Online
www.corexcel.com ¢
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Basic Insights

e Personal Insight into Behavioral Preferences and
Inclinations

e Appreciation of Personal Diversity

e A Common Language to Understand and Discuss
Personality

e Dialogue About Personality Preferences and Differences

e Relating to Individuals with Different Personalities
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Marston’s Theory

The foundation of what we call DiSC was
first described by William Moulton
Marston in his book Emotions of Normal
People published in 1928.

His theory describes how people respond
to their environment

John Grier developed an assessment
based on Marston’s theory in the 1970’
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The DiSC® Model

Active, Fast Paced
Assertive, Bold

Dominance influence
Questioning Accepting
Logic-Focused PeOple'FO_CUSGd
Challenging Acceptl_ng
Skeptical Receptive
Conscientiousness Steadiness

Calm, Careful
Moderate Paced, Thoughtful
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Dominance - High D

Is direct, result
focused, assertive,
active and fast paced

Tries to change, fix,
or control things

DiSC® Classic Profile 2.0 — Online
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influence - High i
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Is enthusiastic,
sociable, assertive,
active and fast paced

Tries to persuade,
promote, or influence
others
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Steadiness - High S

Is patient, empathetic, calm and
soft spoken

Tries to be cooperative,
supportive, and agreeable while
keeping things stable
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Conscientiousness - High C

Is accuracy focused,
analytical, calm and
soft spoken

Tries to work within
established rules,
guidelines, and
procedures to ensure
accuracy and quality
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e Informal
W Communication
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+ This does not mean friendship outside of work.
¢ Know who they are.

+ Show Interest In them, family.

+ Consideration

+ Appreciation

Small Business Development Center 11



——Delegation &
Teamwork
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+ Begin with the end in mind
Define practical outcomes

They can’t read your
¢ Contribution statements

o Clear expectations: Win-Win Agreements
+ Manage with purpose

Covéy 7 Habits of Highly Effective Managers

Empl oyees don’t necessa

m
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Sample Contribution Statements

former basketball coach, UCLA
To help my students and players
make the effort to become the best persons
that they are capable of becoming.

)

Product=development manager
| created the stable of products that helped
our company reach $500 million in sales
and established a world-class, sustainable
Innovation capabillity.

= )




W Put First Things First®
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+ You have to decide what your highest

having a bl gger

priorities are and have the courage—pleasantly,
smilingly, non-apologetically—to say no to
other things. And the way you do that Is by
“yes

+0 Stephen R. Cov¢

a

=7

Small Business Development Center

15



w Effective Delegation
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v Dol he ril
¢ Do they have the right skills?
+ Can they be trained?

o Can you delegate a little at a time and see
how someone performs?

+ Monitor thelr progress.
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Traditional Performance

Management

* Boss decides what to work

on.

* Ambiguous or unclear
individual work goals.

e Little notion of

consequences.

* Awkward, infrequent
performance reviews that are
disconnected from results.

* Unmotivating—“wins” are

undefined or unclear.

* Boss rates employee’s

performance on vague

\ criteria.

“Win-Win Performance Agreements

Win-Win Performance
Management

* Boss and employee decide
together what the desired results
are.

* Clear goals with clear measures.

* “Wins” clearly defined for all
parties, as well as consequences

for nonfulfillment.

* Frequent reviews where all
parties account for progress
toward goals.

* Highly motivating because

driven by “wins” for all parties.

* Boss and employee both rate

performance on clear criteria.




=——Wm-Win Performance

Agreements
e Desired Results
eYOU’ ' re the owner t
o Guidelines
¢ Resources

o Accountability
+ Conseguences

Small Business Development Center
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—BuHd-Trust - Deposit Into the
Emotional Bank Accounts
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+Acknowledge good performance.

+Give and receive feedback.

+Keep your commitments.

+Be loyal to the absent.

e+ Apologize sincerely when you make a withdrawal.
e Listen to concerns.

Small Business Development Center 19
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W Email Advice
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group.

eDON’'t send emai | I N
eDoOoNn’t wuse “Reply all
group project.

eDoOnNn’t put anything| |
woul dn’t want to sho
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W More Email Advice
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¢Don’t try to manage p

through email. |

o Keep it short. Know when to pick up the phone or
talk in person.

+ Encourage feedback or suggestions.

+ Use humor sparingly and appropriately.
+ Find a way to answer your emalils.

+ Proof; spell check; simplicity & clarity.

Small Business Development Center 22
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Best Use of Emaill
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differences

o Updates on agreed upon work product or Win-
Win Agreement

o Exchange documents related to work product
+ Provide suggestions and edits to work product
o Positive news

Cmall Diicinace Navnloanmaont Coantor
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W Appreciation
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o' Best done in-person
¢ Personal notes are nice

Can be handwritten
Can be email or phone call

appreciation

¢ Distinguish between group and individual

Small Business Development Center
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