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Foreword

Back in 1994 the Department of Defense asked TTI to develop a formal program to help women 
prepare for management.  Over the years the program was modifi ed and improved.

Ken Shields, Canadian Olympic Basketball Coach, asked us to develop a system for master 
coaches in all sports.  Their goal was to have the master coaches mentor the younger coaches.  
Over the years this program was changed to involve leadership development.

Many organizations fi nd themselves in need of developing new leaders.  They feel the real need 
but fi nd it diffi cult to identify what that really means.  If you ask 10 organizations, you will get 10 
different approaches.

Based on this, Bill J. Bonnstetter, founder of TTI, set out to do research on people who had been 
identifi ed as proven leaders.  This research identifi ed fi ve soft skills that all these leaders had in 
common:

 • Infl uencing others.
 • Personal accountability.
 • Self-management skills.
 • Goal achievement.
 • Interpersonal skills.

Today, people are willing to follow a person who has a compelling vision and is personally ac-
countable for his/her own behavior.  Goal achievement, self-management, along with interper-
sonal skills create the image of today’s leaders.

Along with the leadership research, Bonnstetter found that without a strong relationship be-
tween the facilitator and the protégé, the development process would be just marginally success-
ful.  Thus, a behavioral assessment was incorporated into the development process.



3© 1995-2007 Target Training International, Inc. & © 2007 Management Training Systems, Inc. 

Leadership Development Program – Protégé’s Guide

040207

SAM
PLE VERSION

Program Focus:  Developing The Five Essential Leadership Skills.

TTI has based the Leadership Development Program on a solid foundation of research into lead-
ership and their many years of experience in creating successful training programs. This unique 
approach to leadership development will be a strong foundation for future leadership success.  

The program includes:

 • A planned program using proven assessment tools and learning techniques.
 • On-line access to program components.
 • Facilitated matching of leaders based on protégé needs.
 • Developmental activities and training for both facilitators and protégés.
 • A process that encourages and supports co-learning, co-inquiry and growth for both 
 leaders and protégés.
 • A formal tracking and evaluation system.

TTI’s Facilitator and Protégé Guides are available to leaders for the Leadership Development 
Program.  As Program Managers, TTI Distributors match protégés and facilitators who have com-
pleted the on-line Leadership Development Assessment.
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Section I: Understanding Leadership

Leadership: Making You A More Effective Leader

Your Personal Convictions Are the Foundation of Leadership

To be a courageous and effective leader requires you to have strongly held convictions that you 
believe in and act upon.  If you can defi ne what is most important to you and to your goals, you 
can take action based on these convictions.

It is your values, beliefs and experience that give you the courage and the wisdom to make the 
tough decisions and meet challenges.
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The Five Essential Leadership Skills

Target Training International’s years of research has shown that there are fi ve sets of personal 
skills common to people who excel as leaders:

 • Interpersonal Skills - the ability to interact with others in a positive manner.
 • Self-Management Skills - the ability to prioritize and complete tasks in order to deliver 
 within allotted time frames; the ability to control oneself under stress.
 • Personal Accountability - the ability to answer for personal actions.
 • Infl uencing Others - the ability to personally affect other’s actions, decisions,
 opinions or thinking.
 • Goal Achievement - the overall ability to set, pursue and attain achievable personal, 
 professional and team goals regardless of obstacles or circumstances.

Everyone has these skills to some degree. Some of these skill sets will develop a good adminis-
trator, but a good administrator is not automatically a good leader.  

It is the complete mastery of all fi ve skill sets that creates the true leader.  Achieving this mastery 
is the goal of the Leadership Development Program. 

Why Are These Skills So Important?

Your leadership effectiveness is measured through the results achieved by your team. To inspire 
and motivate them in ways that value their contributions while guiding them in a cohesive direc-
tion takes strong leadership skills. 

Effective leadership at any level demands that you be able to gain the trust of others, both 
one-on-one and in groups. They depend on you, their leader, to have a vision, see possibilities 
and work with them to create and achieve mutual goals. This is the cornerstone of the “art” of 
leadership!

Poor Leadership Skills Can Create Many Diffi culties

A leader who has not developed good leadership skills can’t solve problems effectively. He/she 
may not have the empathy, self-confi dence or motivation skills necessary to establish and meet 
goals or communicate them effectively.  
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6 Steps of the Leadership Development Process

A Quick Summary of How it Works

The Basic Foundation of  Your Partnership

You and your facilitator are about to embark on an exciting journey that has as its basic founda-
tion three essential ingredients of any relationship:

You will have many opportunities to learn about each other.  However, the process will require 
respect for each other, an honest process of communication and trust that not only maintains 
confi dentiality but also allows you to take risks.

This is a summary of the objectives, methods, and guideline times needed for each step of the 
leadership development process. It is up to you and your facilitator to decide how long you want 
to spend on each step. Each partnership will be different, and some partnerships may take days 
or weeks and have several meetings before they complete a step. 

Step 1: The Initial Meeting

You should make the initial contact, introducing yourself to the facilitator with whom you have 
been matched. 

Objectives: To meet each other and discuss the leadership development process and 
 to begin building this partnership.

Method: You are given dialogue questions to help the partnership start on a 
 solid foundation of trust and commitment.

Materials Needed: Facilitator’s Guide, Protégé’s Guide, completion by both leader and
 protégé of the on-line Leadership Development Assessment. 

Time Needed: 1 hour.

Outside Activity: Facilitator and protégé will generate the reports from the Leadership
 Development Assessment and exchange them by email following
 this meeting.

Trust  -  Honesty  -  Respect
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Step 2: Building the Relationship

Objectives: To strengthen the partnership, to develop strong communication skills, 
 and to discover backgrounds and styles.

Method: The Leadership Development Assessment Reports provide the basis for 
 this meeting. Dialogue Questions are provided to aid discussion. 

Materials Needed: Leadership Development Assessment Reports, Leader’s Guide,
 and Protégé’s Guide.

Time needed: 1-2 hours.

Outside Activity: Leader will offer suggestions as you begin writing your Working Paper. 
   
   You will prepare the Working Paper for discussion in Step 3.

Step 3: Strategic Planning and Commitment

Objectives: To help you start the process of goal setting through review of 
 past accomplishments and projection of future goals.

Method: Dialogue questions are provided to discuss your protégé’s Working 
 Paper.  Together you will formalize this discussion into the Leadership 
 Development Plan.

Materials needed: Facilitator’s Guide and Protégé’s Guide.

Time needed: 1-2 hours.

Development Plan: The purpose of this meeting is to eliminate any adversarial environment 
 from the beginning of the partnership.

Step 4: Understanding the Module Structure and Process

Objective: To help both you and the facilitator understand the “process” of
 working through the Leadership Development Modules.

Method: Self-study of a 5-stage process to help leaders learn about ways to move 
 the protégé through the Leadership Development Modules.

Time needed: To be determined by the partnership.
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Step 5:  Working through the Leadership Development Modules

Objective: To become familiar with the modules; to work through any or all of the 
 fi ve Leadership Development Modules, as determined in the Leadership 
 Development Plan.

Method: The method for working through each module is outlined at the
 beginning of each module. Self-assessments, module evaluations and 
 activity plans will help identify and assign activities that assist with 
 your training.

Time Needed: To be determined by the partnership.

Outside Activities: To be determined by the partnership.

Step 6: Program Evaluation

Objectives: To determine how you can most effectively use the information 
 and skills learned in this program; to conclude the partnership and
 celebrate accomplishments.

Method: Dialogue questions will help you determine the protégé’s expectations 
 and implementation of skills.  A fi nal evaluation will conclude the
 partnership in a positive and affi rming process.

Time needed: 1 hour.
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Step 1: The Initial Meeting  

To Get Started… Get Acquainted!

Break the ice by giving brief information about yourself: family, hobbies, passions, educational 
background, and positive experiences in leadership. Your facilitator has Dialogue Questions to 
help open the lines of communication.

You will have many opportunities learn about each other but it will require respect for each 
other, an honest process of communication, and trust that maintains confi dentiality, but also al-
lows you to take risks.

A Development Formula:
Chemistry = Trust + Honesty + Respect
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Additional Notes or Comments About Step 1

Notes:

Preparation for Next Meeting: (Decide now when you will meet again).

Date, Time and Place: 
    
Action Before Next Meeting:

Facilitator and Protégé:
Exchange by email your personalized Leadership Development Assessment Reports.

Other Action Items:
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Step 2:  Building the Relationship

By now, you and your facilitator should have exchanged your Leadership Development Assess-
ment Reports and be ready to review them together.  These reports are a great communica-
tion tool, and you will want to refer back to the different elements of the reports as you work 
through your leadership development partnership activities.  At this meeting, go through each 
section of your reports and discuss similarities, differences and whether or not you agree with 
the results. 

Your facilitator has Dialogue Questions to help you understand each other. 
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Notes & Comments
About the Leadership Development Assessment Report

General Characteristics and Unique Talents:

Value to Your Team:

Checklist for Communicating:

Don’ts on Communicating:

Communication Tips:

Ideal Environment:

Perceptions:

Time Wasters:

Adapted Style:

Natural and Adapted Style:

Keys to Motivating:

Keys to Managing:
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Strengths and Weaknesses:

Insights Gained:

Action Plan:
 • What three areas do you feel you’d like to work on?
 • How can developing skills in these areas make you more effective?

Additional Notes or Comments for Step 2:

Preparation for next meeting: (Decide now when you will meet again).

Date, Time and Place:

Activity Required Before Next Meeting:

Protégé:
Complete Working Paper and provide to Facilitator.

Other Action Items:
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Step 3:  Strategic Planning & Commitment

Creating th Leadership Development Plan

(Complete this document on separate paper and provide a copy to your facilitator before meeting for 
Step 3.) 

The purpose of this Working Paper is to help you begin the process of goal setting by reviewing 
past accomplishments and encouraging you to dream about the future. In Step 3, you and your 
facilitator will take the information from this Working Paper and use it to create your Leadership 
Development Plan.

You also want to be clear with yourself and your facilitator about your commitment to further 
develop your leadership abilities. It will take time and energy to work through the Leadership 
Development Activities you will identify in your Plan.

Use your Leadership Development Assessment Report as a reference while writing your Work-
ing Paper. 

After your discussions, remember to transfer all information to the Leader-
ship Development Plan. 
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Protégé’s Working Paper

Setting Your Goal

 • Write down your “Vision /Goal.”
 • Why is this vision important to you?
 • How long have you had that particular dream or vision? 
 • Write down the steps you think necessary for getting to your goal.
 • Why do you feel this is the clearest path to your goal?
 • What types of time constraints or other barriers do you perceive in 
 taking those steps to your goal?
 • How did you determine the times and the barriers to each of
 these steps?
 • How are you planning to overcome those barriers? 
 • How do your personal values affect your leadership goals?
 • How do you react when your personal values confl ict with your
 leadership goals?
 • What other barriers might prohibit you from achieving your vision?

Career Stops And Major Accomplishments

 • Describe some of your accomplishments that:
 a) Felt terrifi c.
 b) Had a lot of impact.
 c) Involved teamwork. 
 d) Taxed your skills.
 e) Were really fun.

 • What did you learn from each of them?  
 • What did you do especially well? 
 • What would you do differently next time?

Reaching Your Goal

 • How will you know when you have achieved your vision?
 • What changes will you see that will allow you to know you have 
 achieved your vision?
 • What will you hear from others that will indicate you have achieved 
 your vision?
 • How will you feel when you have achieved your vision?
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Commitment

 • How much time, energy and fi nancial resources are you willing to
 dedicate to develop your leadership career?
 • What is your commitment to the leadership development process?
 • What are your expectations of your facilitator?
 • What can your facilitator expect from you?
 • Do you feel optimistic about this process?

Creating the Leadership Development Plan

In this step, your facilitator will help you use the information from your Working Paper to help 
you create your Leadership Development Plan.  

You have completed your Working Paper, setting goals by reviewing past accomplishments and 
dreaming about the future. Your facilitator will bring his/her experience and knowledge to your 
vision of where you would like to go. 

Your level of commitment is critical to the leadership development partnership.

Your facilitator will use this opportunity to listen carefully for your level of commitment. He/she 
wants to be sure that you are truly committed to developing as a leader and will invest the time 
and energy it will take for the necessary activities.

Learning Agreement:  Formalizing Your Commitment

Since your initial meeting, your facilitator has gained additional insight about you.  You have in-
creased your own self-awareness about personal characteristics and goals. Your communication 
should be more trusting and open, and your relationship should now be at a level of honesty and 
respect. 

It is now time to formalize the commitment and responsibilities of the facilitator and the protégé 
by signing the Learning Agreement in Appendix A of this guide. This helps you come to an agree-
ment about time, objectives and activities and be sure you are clear about these types of com-
mitments before proceeding.
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Additional Notes or Comments for Step 3:

Preparation for the Next Meeting: (Decide now when you will meet again).

Date, Time and Place:
     
Activity Required Before Next Meeting:
   
Leader & Protégé:
Step 4 explains the structure and process for working through the Leadership Development 
Modules. Both leader and protégé should review all the information in Step 4 before proceeding 
to the modules.

Other Action Items:
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Leadership Development Plan

“Vision/Goal”
How do I want people to describe me as a leader?

What do I see myself accomplishing as an emerging leader?

The most effective leaders are those who can weave disparate goals together into a complemen-
tary whole.

Career Stops and Major Assignments:

Priority# Module Name: Start Date: Completion Date:

 Interpersonal Skills

 Self Management

 Personal Accountability 

 Infl uencing Others

 Goal Achievement

Protégé’s Signature Date

Leader’s Signature Date
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Step 4:  Understanding the Module Structure & Process

Step 4 is a “self-study” step for both facilitator and protégé, not a meeting with
your facilitator.

Now you must become familiar with the module structure and process before working through 
the Leadership Development modules that you and your facilitator have prioritized. 

It is important to remember that the Leadership Development Plan created in Step 3 is the very 
heart of the leadership development program. You will want to refer back to it before and after 
each module. It is your map of where you will go next.

Summary of the Five Leadership Development Modules

Each module is designed to develop one of the fi ve essential leadership skills. 
The modules are located in your guide on the following pages:

Module    Page    
 Interpersonal Skills   40   
 Self-Management Skills  44   
 Personal Accountability  48   
 Infl uencing Others   52  
 Goal Achievement   56   

Interpersonal Skills:  The ability to interact with others in a positive manner.

 • Initiates and develops relationships in positive ways, often building collaborative
 relationships and networks. 
 • Relates easily to and successfully works with a diverse range of people of varying
 backgrounds, ages, experience and education levels.
 • Actively listens to others and communicates in ways that are clear, considerate
 and understandable.
 • Manages confl ict and achieves satisfactory resolution.

The days of the authoritarian leader are over. Good interpersonal skills are vital to generate the 
personal trust and respect needed for leadership effectiveness.
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Self Management Skills:  The ability to prioritize and complete tasks in order to de-
liver desired outcomes within allotted time frames; ability to “stay cool under fi re”.

 • Creates a vision, demonstrates values, and sets priorities to meet responsibilities.
 • Maintains focused, effi cient activity in pursuit of team objectives in an organized, innovative 
 and independent manner.
 • Engages in continual learning and self-improvement, is self-refl ective and eliminates time 
 wasters in pursuing high quality work. 
 • Maintains poise, composure and focus in periods of high stress.

A person who expects to effectively manage others must fi rst be capable of effectively managing 
him/herself. 

Personal Accountability:  The ability to answer for personal actions. 

 • Accepts personal responsibility for the consequences of personal actions.
 • Avoids placing inappropriate or unnecessary blame on others.
 • Stays committed to objectives regardless of the success or failure of personal decisions.
 • Examines “what worked well, what didn’t and why” as lessons learned from past
 experiences to improve upon achieving future successes.

A leader who has mastered personal accountability will inspire his/her protégés and team to 
exhibit the same behaviors. Personal accountability is leadership by example.

Infl uencing Others:  The ability to personally affect others’ actions, decisions, opin-
ions, or thinking.

 • Effectively impacts others’ actions.
 • As a “team builder”: uses collaborative approaches to make decisions, initiate change and 
 gain commitment from others around them to achieve desired results.
 • Analyzes others’ opinions and helps them understand and act upon the
 desired alternatives.
 • Persuades in a positive manner by listening to and accepting others, being trustworthy and 
 demonstrating ethical behavior.

Today’s leader is in a position of infl uence, rather than power. Your ability to infl uence others will 
be your most critical key to leadership success. 
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Goal Achievement: The overall ability to set, pursue, and attain achievable goals re-
gardless of obstacles or circumstances.

 • Establishes a vision, explores possibilities and opportunities and sets goals for
 self/athlete/team that are relevant, realistic and attainable.
 • Identifi es and implements required plans and milestones to achieve specifi c goals.
 • Uses teamwork effectively and initiates timely activity toward goals.
 • Despite challenges and problems, stays on target to meet goals.
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Summary of the Five Stages
of Each Leadership Development Module

Stage 1 - Discovery: Defi nitions and benefi ts of the specifi c leadership skills to be 
learned in the upcoming module

This discussion should take place just before beginning a module. Dialogue Questions help you 
start thinking about the skills needed in a particular area and will help to focus on those skills. 

At the beginning of each module, there is a Protégé Self-Assessment that you will complete 
about your understanding of what is needed to master a particular skill set. Read it carefully so 
that you are clear about the meaning of each of the skills.

Stage 2 - Assessment:  Which of these skills should the partnership work on? 

You will have an opportunity to go through the pre-module Self-Assessment in your own time.  
Then, meet to discuss the results and strategy. 

You will also use this pre-module Self-Assessment to help identify needs and priorities and serve 
as a benchmark for evaluating the module on completion of all activities.

Stage 3 - Strategy Sessions:  Assignments and training

During this session you will be completing Activity Plans with your facilitator. Dialogue Questions 
help you to identify resources and solutions. The Activity Plan Worksheet includes goals, activities, 
time frames and results of your pre-module Self-Assessment.
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“What Types Of Activities Are Recommended?”

Most assignments fall into one of the following categories, but every organization will have differ-
ent availability for each type of assignment. 

 Formal Training is usually in the form of classroom, seminars, schools, colleges/universities, 
 distance learning, technical courses, certifi cation programs, etc.

 Reading Materials/Internet includes books, textbooks, magazines, newsletters,
 periodicals, newspapers, etc. The Internet is a valuable resource with access to many
 specialist websites.

 Audio/Video activities include using extensive libraries of information available in audio or 
 video format. 

 Shadowing Experience is an opportunity for you to discreetly observe leadership 
 qualities in the real world.

 Leadership Observation is another observation activity in which you observe 
 another leader—not necessarily the facilitator—exhibiting leadership.

 Challenging Developmental Assignments emphasizes a stretch in your comfort zone 
 to learn and apply new skills.  Assignments can entail building relationships with peers,
 parents or teachers; working with or managing new colleagues; or planning, directing and 
 implementing team programs, projects and policies.  

Stage 4 - Implementation: Complete and Commence the Activity Plans 

It is time for the facilitator and protégé to discuss and complete the Measurables section at the 
beginning of each module.  These Measurables will use your pre-module Self-Assessment to help 
focus the development of skills for each module.

Then, complete and update the Activity Plans. The Activity Plans includes checkpoint dates so the 
facilitator can easily remember to contact you and check on your progress.

Be creative!

Build on your own experience and don’t limit yourself or your partner to just 
these activities.
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Stage 5 - Evaluation: Review results of post-module Self-Assessment

Review the Measurables section that the partnership just completed in Stage 4.  After complet-
ing the recommended activities, you will complete the post-module Self-Assessment. This second 
rating will help determine the amount of improvement in each skill area.  Now you’re ready for 
another dialogue!

At this time, you and your facilitator must decide to change, add or modify activities to meet the 
goals you decided on for the current module; or to return to the Leadership Development Plan 
and move on to the next module.

You have now completed Step 4. 

You should have an in-depth understanding of how the Leadership Develop-
ment Program combines facilitated partnerships, specialized tools, proven 
techniques and the module structure and process to create a seamless road 
map to leadership success.

Your partnership is ready to move to Step 5.

“Great leaders are almost always great simplifi ers, who can cut through argument, 
debate and doubt, to offer a solution everybody can understand.”

-Colin Powell
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Step 5:  Working Through the Leadership Development Modules

Introduction

You have now fi nished your preliminary planning. You have prioritized the fi ve essential leadership 
skills modules, and you are now ready to commence specifi c development activities. 

All Activity Plans require: 

  • Goals
  • Time frames
  • Action steps/methods
  • Evaluation

The following pages list the individual skills for development.  A contract has been included to 
hold you accountable for identifying specifi c activities and completing them within a specifi ed 
time frame.  
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Module I: Interpersonal Skills

This skill set refl ects your ability to interact with others in a positive manner. Good interperson-
al skills are vital to leadership development success.  A leader who is empathetic, compassionate, 
fair, and encouraging will generate the personal trust and respect needed for leadership effective-
ness.

A leader with good interpersonal skills:

 • Initiates and develops relationships in positive ways, building collaborative relationships with 
 his/her protégés and others around them.
 • Is at ease relating to and successfully works with a diverse range of people of varying
 backgrounds, ages, experience, and education levels.
 • Actively listens to others and communicates with others in ways that are clear, considerate, 
 and understandable.
 • Manages confl ict and achieves satisfactory resolution.

Using your Leadership Development Assessment Report as a guide, circle the word below 
indicating the degree of effort you feel that you will have to put forth to master “Interpersonal 
Skills.”   

  SIGNIFICANT    MODERATE

PROTÉGÉ MEASURABLES

How am I going to feel when I’ve improved my abilities and mastered
“Interpersonal Skills”? 

What impact will this mastery have on my professional abilities? On my
personal life?

What will I hear others say about me after I master “Interpersonal Skills” 
with regard to my skill and development?
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Development activities could include:

 • Formal training: courses, seminars, certifi cations, schooling, etc.
 • Challenging multi-disciplinary assignments.
 • Reading, research and Internet.
 • Shadowing. 
 • CDs, Film/Video.
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Pre- & Post- Self-Assessment for Module I

To be completed by the Protégé

Date of pre-module Self-Assessment:

Date of post-module Self-Assessment:

Please look at each of the skill sets listed below for this module.  On a scale of 1–5, 
with 1 meaning least skilled and 5 meaning most skilled, circle a rating for each that best 
describes your level of development.  Assess yourself prior to beginning the module and 
again after completing it.  Be prepared to discuss your ratings with your facilitator.

Interpersonal Skills:  The ability to interact with others in a positive manner.

Initiates and develops relationships in a 
positive way, building collaborative relation-
ships with my colleagues and others around 
them.

Is at ease in relating to and successfully 
works with a diverse range of people of 
varying backgrounds, ages, experience and 
education levels.

Actively listens to others and communicates 
with others in ways that are clear, consider-
ate and understandable.

Manages confl ict and achieves satisfactory 
resolution.

Pre-
1           2           3           4           5

Post-
1           2           3           4           5

Pre-
1           2           3           4           5

Post-
1           2           3           4           5

Pre-
1           2           3           4           5

Post-
1           2           3           4           5

Pre-
1           2           3           4           5

Post-
1           2           3           4           5
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