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WORKBOOK: WEEK ONE
SETTING THE FOUNDATION

new manager  

boot camp



Use this checklist as a guide each week. Keep it handy as you go 
through the lessons and mark the box       once complete. 
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CHECKLIST

Week 1: Setting Your Foundation for Management Success

Lesson 2:  Growing in Self-Awareness

Lesson 3:  Navigating Peer-to-Manager Transition

Lesson 1:  How Do You Want to Show Up?

Lesson 4:  Getting to Know Your Team

Lesson 5:  Setting Expectations with Your Team
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Traits of a Great Manager
___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________

Who do I know who I’d consider a really great manager? What about them 
made the most impact on me?  
___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________

AGENDA
+ Wheel of Leadership
+ Credibility, Humility, Passion, Communication, Mentorship
+ Reflection and Growth
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Traits of the Best Manager
_______________________ 

_______________________ 

_______________________ 

_______________________ 

_______________________ 

_______________________ 

_______________________ 

_______________________ 

Top 5 Things
5 Things I ALWAYS want to be 

as a Manager
5 Things I NEVER want to be 

as a Manager

Lesson 1: How do you want to show up?
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SELF-AWARENESS
Self-awareness is one of the 5 key aspects of emotional intelligence, according to Daniel 
Goleman, author of Emotional Intelligence. 

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.  

4 Key Points - Self-Aware Individuals are: 
• Transparent 
• Take ownership 
• Solicit feedback 
• 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 the whole organization is affected. 

Lesson 2:  Growing in Self Awareness
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• Ask for your Golden Nugget - Find the one most important thing you need to 
work on. This is mission #1, ask for the specific thing that would impact your 
career growth the most.   

• 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 

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.  360 Feedback works!

Helpful Tips:

“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.” -Dali Lama

Lesson 2:  Growing in Self Awareness

Your Next Steps: 

• Take a personality test. One like Myers-Briggs or DISC helps identify your 
strengths and your personality type, both which help indicate how you work with 
others.  

• Solicit feedback, ask people you work closely with for some honest input about how 
you can be a better manager, communicator, and co-worker.  Remember 360 
feedback- ask everyone around you! 

• 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. 
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Invite Inquiry: Self-Awareness
Questions to ask: 
What can I do to get to know myself (strengths/blindspots) better?

Who can I approach to give me some honest feedback? 
1. 

2. 

3. 

What am I actually afraid of hearing as feedback?

Have there been recent incidents of someone giving me feedback?  
How well did I accept what they said? 

How will I feel when I look back on this if I don’t open myself up to 
the feedback that could prove helpful to my growth? 

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

Lesson 2:  Growing in Self Awareness
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Lesson 3:  Navigating Peer-to-Manager Transition

Your New Role as Manager
It’s exciting (and sometimes a bit scary) to become a manager for the first 
time. When you’ve made the transition to lead a team you were previously a 
part of, that adds another dynamic that’s often sticky to navigate.  

You now not only have responsibility for yourself but also for your team to 
succeed.  If you have been with the team as a peer previously, the dynamics 
will change when you become manager perhaps causing anxiety, anticipation 
and scrutiny amongst your team.   

What are some new considerations for your new role? 

7 Key Points to Consider: 
1. Embrace the new role 
2. Do your new job, not your old job 
3. Start softly with change, but don’t ignore problems 
4. Aim to fair and objective; not popular 
5. Zip it up! 
6. You don’t have to know it all 
7. Make expectations crystal clear 

IMPORTANT: If you ever get anxious or uncomfortable managing someone 
who was previously a peer, it helps to remember you were promoted for a 
reason. That reason usually is you were absolutely qualified and showed signs 
of true potential to take on more responsibility. This truly means you have the 
skills and potential to be right where you are. Congratulate yourself for that, 
and focus on doing the job you were promoted to do, which is to lead others 
and grow and improve along the way.  
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How Well Do You Know Your Team? 

Fill out the form below for EACH direct report. If you don’t know all the answers, sit down 
with them and say you’d like learn more about them and their background and to be able 
to show your appreciation in a more meaningful way. 

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: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________

Where they grew up: ____________________________________________________________________

Lesson 4:  Getting to Know Your Team

Meaningful relationships are the cornerstone to success in life and at work.   
Remember “The Rule of the Dog”:  In having a strong relationship with your 
employees, can you say you know a few personal details about them such as 
do they have a dog?   Also, remember each person likes to be recognized or 
rewarded in different ways.  Find out these nuances with each team member.



Copyright 2019 Creative Talent Partners    All Rights Reserved. 

THE KEY TO ACHIEVING A SUCCESSFUL 
OUTCOME IS SETT ING A CLEAR EXPECTATION

Setting Expectations 
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 are expecting; use concise and clear words 
2. Ask clarifying questions up front and during such as “Do you need 
my help?” or  “Do you need any more information?” 
3. Avoid managing the “HOW” which allows employees skills and 
confidence to increase 
4. Assist in removing roadblocks; Facilitate access to resources 
5. Be OK with the decisions you made 
6. Assess the process/outcome and learn from each situation 

1. Be Firm. Be Kind - Setting expectations can be uncomfortable for a 
new manager, which often leads to avoiding setting them in the first 
place. Be firm when you talk what’s expected, while always being kind in 
your delivery. 

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 which 
will help earn their respect and cooperation. 

3. Check In - Your level of involvement is going to vary based on the 
experience and talent of your team and their specific ability to deliver. 
Check in to the degree the project and/or the person requires. 

Lesson 5:  Setting Expectations with Your Team

YOUR NEXT STEPS

HELPFUL TIPS


