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I have written this lovely little article and fun example of a test for yourself and tips and hints based on NOTES that I took while attending a learning conference about Women and Management and the Skills you needed to become successful.  During the conference the presenters (and there were more than one) compared being a Manager (Boss) with being a Leader (natural born and learned) and how Women fit these roles.  So here are my notes from 1993!!!!!!  

Okay you can all guess and comment how much I learned and have achieved and also wonder and comment how these Skills and Qualities work for WRITERS!!!!   Have fun!!!  Oh, and comment please.  For the form in the attachment check where you think you have abilities and then read the rest of the article.

	TIPS

MANAGEMENT vs LEADERSHIP

Where do you fall?

	MANAGER
	
	LEADER

	*Planning
	SKILLS
	*Communicating

	*Organizing
	
	*Motivating

	*Controlling
	
	*Inspiring

	*Delegating
	
	*Developing



	*Get Results
	GOALS
	*Produce Excellence

	*Meet Deadlines
	
	*Create Change

	*Follow Procedures
	
	*Transform goals of individuals into goals of organization


Desirable Qualities and presented as Natural Qualities of Women (LOL).
A communicator – a listener


Ability to persuade without direct authority


Respect for honesty and truth


Ability to work in groups – team player
A Motivator

· Motivating Qualities

· Tact

· Fairness

· Sincerity

· Encouraging

· Good sense of humor

· De-motivating Qualities

· Aggression

· Competitiveness

· Dominance

· Toughness

· Dependence on others

Most important concept of Motivation –


Understand and appreciate human differences

Four Areas of Duties of Management

1) Planning

a) Systemic – high level – high cost, 10 or more years of life

b) Strategic – mid level – organizational out plan, 3 to 5 years

c) Tactical – lowest level, departmental/branch/team level plan, 1 year or less (operational)

Any one plan needs to be consistent with the plan that precedes it.

2) Change – reaction to it

a) Ignore it (oblivion)

b) Rebel against it

c) Adaptation to it

d) Motivated by it

To move from (a) to (d) you need communication.

The reason for planning is to manage change

3) Control – use leverage points have with employees

a) Appraisals

b) Salary 

c) Hire and fire

d) Disciplinary actions

e) Confidentiality

4) Delegation – When to?

· If an employee can do the task 80% as well as you – delegate it

· Do delegation 

· Routine work

· Research

· Paperwork

· Meeting attendance

· Tasks that will build future skills

· Delegate to succeed and delegate the AUTHORITY to accomplish the task

Traits of those who have succeeded

(Note originally mentioned as documented for women, but they do apply across the board)

1. Take risks – broaden knowledge base

2. Be a team player – be flexible

3. Tough and decisive

4. Good solid track records

5. Have a need to succeed

6. Took care of stumbling block called education
(College) 

7. Strong personal support system at home and at work

8. Had a mentor or getting one

· To get a mentor and succeed

· Be professional at all times

· Be known and get visible

· Be good at your job

**Be a Mentor to someone else!

6 Steps to Leadership

1. Learning

· Formal – Experience – Role Models

· Desire to improve and grow

· Listen with an open mind

2. Envision your future self

· Imagination (break your paradigm)

· Visualize that person you want to be (over and over again)

· Have the confidence to become that person

3. Develop your action plan

· Goal setting (short and long term)

· Career commitment

4. Gain the support of others from these 3 areas

1)  Immediate team

2)  A mentor

3)  Personal support system at home

You also need to have:

· Visibility

· Enthusiasm

· Professional image

· Persuasion

5. Implement your plan

· Assertiveness

· Risk taking

6. Monitor and evaluate your progress

· Be objective

· Be flexible

· Have strength to accept failure

· Failure is not an event but an opinion

