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W O R K B O O K :  W E E K  O N E
S E T T I N G  T H E  F O U N D AT I O N



Week 1: Setting the Foundation for Management Success

 
q Week 1 Summary  

q Main Teaching Video: Self-Awareness (18:07) + PDF Worksheet

q Audio Lesson: Navigating the Peer to Manager Transition (14:42)

q Video Lesson: Thrive: Investing in Yourself (4:43) + PDF Worksheets

q Audio Lesson: Getting to Know Your Team (7:45) + PDF Questionnaire

q Audio Lesson: Setting Expectations with Your Team (16:26)
 

CHECKLIST



If you are going to focus on one thing in your years as a manager, make it self-awareness. Being aware of your 
strengths, weak spots, emotions, motivations, abilities...all of these things rolled together, that is what makes 
up your self-awareness. Knowing about yourself first, then working on putting those traits to use in the most 
productive fashion. 

Interestingly, a recent study of executives found that a high self-awareness score was the strongest predictor 
of their overall success.  This isn’t all that surprising. If an executive is aware of their weak spots, they tend to  
surround themselves with people who are stronger in the areas they are not. They’re more willing to hear 
ideas from other people. They tend to be more open and receptive to feedback. And, a better sense of 
self-awareness increases the ability to connect authentically with others. Of course, any person would have to 
be highly evolved to be this self-aware and usually the case is that most executives are not. Most spend their 
whole career not knowing what’s holding them back. 

Self-aware individuals are more transparent, own their mistakes, solicit feedback and exude humility. 

How well do you do these 4 things? Gauge your success on the above items and see just how self-aware you 
are at this point in your career. We all have room to get better, and now might be the time to identify which 
areas you need to focus on a bit more. Your management career is an evolution: as you learn more, make more 
mistakes, stretch yourself, adjust your methods, you’ll evolve and grow. This happens over time. Be patient.

How many managers do you know who show a strong sense of self-awareness? Well, it’s tough because a lot 
don’t. From my experience a lot of the leaders I have worked with tend to suffer from the same blind spots: an  
ineffective communication style, a hesitancy to address poor talent, a detachment from the “ground truth” of 
the company and, most critically, a lack of self-awareness of where they need to improve. 

Self-awareness is the foundation of emotional intelligence and if it’s lacking at the top, it’s likely that the whole 
organization is affected.

How can you raise your level of Self-Awareness?

    • Understand your emotions—what you’re feeling and what triggered it—so you can effectively work  
    through and ultimately tame your emotional responses (instead of using them to justify things)
     • Notice your behavioral patterns and habits so you can make adjustments when needed
     • Understand your beliefs, assumptions, expectations, and how they influence you 
     • Accept that you are responsible for your actions

Your Next Steps: 

 • Take a personality test. One like Myers-Briggs or DISC helps identify the areas you are strong  
    in and your personality type, which is a big indicator of how you work with other people. 
 • Solicit feedback, ask people you work closely with for some honest input about how you can be a  
    better manager, communicator, and co-worker.   
 • Reflect on a regular basis. Think about how your day went: conversations with co-workers, meetings  
    with clients. Find quiet time to spend thinking about how you can tweak, transform, and improve. 

Becoming more self-aware is a game changer. Make sure you are staying open to the possibility that your 
best self is going to happen by way of input and feedback from other people.

SELF-AWARENESS



Take Inventory: Self-Awareness

Rate how well you demonstrate self-awareness in your job:

1 43 52

Why did you give yourself this rating?

What benefits would you receive from being more self-aware at work?

Traits of a highly self-aware person:

Knows their strengths and weaknesses

Asks for feedback and is genuinely interested in hearing it
Is transparent, open and shares information readily

Is humble and knows they aren’t perfect or always right

Readily admits their mistakes and takes responsibility for actions

I don’t necessarily exhibit the above traits I do a good job of exhibiting the above traits
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Invite Inquiry: Self-Awareness

What specific actions can you take immediately that will move you towards
being a more self-aware person at work? 

Questions to ask:

What can I do right now to get to know myself better?

What am I actually afraid of hearing as feedback?

Have there been recent incidences of someone giving me feedback?
How did I do accepting what they said?

How will I feel when I look back on this if I don’t take action now?

Who can I approach to give me some honest feedback?
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Self-Awareness Notes
IT IS MORE USEFUL TO BE AWARE OF A SINGLE 

SHORTCOMING IN OURSELVES THAN IT IS TO BE AWARE 
OF A THOUSAND THINGS IN SOMEONE ELSE.

-  dalai lama

Raising Self-Awareness

1. Understand Your Emotions

2. Notice Patterns

3. Understand Beliefs

BE ABLE TO FEEL AN EMOTION WITHOUT EXPRESSING IT

4. Accept Responsibility

Your Next Steps

1. Find your Strengths

2. Solicit 360 Feedback

List people you can ask for feedback
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Thrive Assessment

What area(s) in your life should you spend more time learning & growing?

WORK RELATIONSHIPS
HEALTH

&
FITNESS

FINANCES
PERSONAL 

GOALS

What can you do more of to develop yourself in these areas?

Rate how well you are currently investing in your growth and development:

1 43 52

What benefits would you see in your career if you put the time & energy 
toward your growth?

I am not doing much to learn and grow I am good about taking time to invest in myself
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Thrive Book List
Ok, so pretty much anything from Anthony Robbins makes my list. I love his books because 

they give me the kick-in-the-pants inspiration that I need in my life. From finance, to 

personal growth to developing as a leader, any one of his books will inspire you. His writing 

style is simple, straight forward and oh-so-motivational! This book in particular fired me up.

I am a true believer in the power of positive thinking and this book is a great starter book on 

the topic. The Law of Attraction (like any other Universal Law) can have a profound 

influence in your life. All the good, delicious, exciting opportunities that come your way are 

borne of the positivity you are radiating from your soul. Believe bigger and better things in 

your life first, then trust the power of positive thinking to help them manifest.

A classic, classic, classic! I seriously have ripped, dog-earred, worn pages in my copy. If you 

are at all interested in public speaking or present in front of others in your job, you need to 

read this book. Great tips, wonderful stories from the business greats in the 1930’s, and really 

just an all-time fav of mine.

What can I say? I am partial to John Maxwell. This year, Inc. Magazine named him the #1 

Top Leadership and Management Expert in the world. I’m certified in his Leadership 

program and this book is his namesake. If you want to grow as a leader, then this book is a 

must. The more you learn and study leadership, the greater the influence you will have. And 

as John says, “Leadership is influence. Nothing more, nothing less.”

I took pages and pages of notes when I read this book. It really gives you great insight into 

how to give people feedback in a way that is actually heard. As a manager, the better you are 

at giving people feedback, the more likely they are to hear and understand it, the higher the 

chances you’ll have an optimal team, functioning at their best. Worth the read. 

I found this book fascinating. Both from a human resources perspective, on how companies 

can hire, engage and motivate their employees and from an individual manager perspective 

to learn how you can make a difference to your team. Plus it gives such great insight into the 

workings of Google that was pretty fascinating. 
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Getting to Know Your Team

Employee Name: ___________________________________

Spouse/Significant Other/Children: (yes/no/names): _______________

___________________________________________________________

Pet(s):  (yes/no/names): ______________________________________

Favorite Local Restaurant: ____________________________________

Favorite drink: (soda/beer/wine): ______________________________

Thing they LOVE under $5: __________________________________

How do they liked to be thanked: _____________________________

_________________________________________________________

What are they most proud of that they’ve done at your company: 

_________________________________________________________

_________________________________________________________

What is one thing you as their manager can do to better support them: 

__________________________________________________________

Fill out the following for EACH direct report. If you don’t know all the answers, invite them to a short meeting 
and say you’d like to know more about them to be able to show your appreciation in a more meaningful way.
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Setting Expectations

Tips to ensure that you set clear expectations and that your team members 
clearly understand how they will be held accountable:

1. Be Clear on What You Want

2. Ask Clarifying Questions Up Front

3. Avoid Managing the “How”

4. Assist in Removing Roadblocks

THE KEY TO ACHIEVING A SUCCESSFUL OUTCOME
IS SETTING A CLEAR EXPECTATION

Your Next Steps

1. Manage the Outcome - continue to clarify information, assist in 
removing any obstacles, continue to motivate and inspire, and where 
necessary get more involved and participate to be sure that progress 
continues towards the desired outcome.

2. Don’t Expect Solidarity - not everyone is going to agree with every 
decision that you make. Let them know that you realize that. And, 
when a decision is made, help your team understand the why behind 
it and ask for their respect and cooperation.

3. Keep Checking In - Your level of involvement is going to vary 
based on the experience and talent of your team and their specific 
ability to deliver.
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