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WORKBOOK: WEEK FOUR
PUTTING IT  ALL  TOGETHER

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 4: Your Team and Your Growth

Lesson 1:  Mastering Self-Management

Lesson 2:  Motivating Yourself & Your Team

Lesson 3:  Thrive: Investing in Your Growth

Lesson 4:  Managing at Arm’s Length

Lesson 5:  Crafting Your Leadership Legacy

Additional Reading List
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SELF-MANAGEMENT
There are 3 building blocks of Emotional Intelligence we are covering in New Manager Boot Camp. 
First, we covered self-awareness (getting to know your strengths, weaknesses); Second, we covered 
social-awareness (understanding the larger company dynamic) and finally, we are going to talk 
about self-management.  

Self-management (AKA Self-control) is your ability to use awareness of your emotions to actively 
choose what you say and do. It’s essentially finding a better, more positive reaction when you are 
facing a stressful situation.     

Your goal is to sense those underlying feelings as they are forming, become more sensitive to when 
you are start feeling tense and then tame your body both physically and emotionally once a crisis 
occurs.  When you develop the ability to sense your stress and anger quickly and tame your 
reactions before you do or say something mean or inappropriate, it allows you to choose positively 
and productively how to react to different situations.  

Key Points:   
• Know in advance what sets you off (self-awareness) 
• If caught in a difficult situation, know what strategy helps keep you calm and stay 

professional.  The idea is to create space/pause between the stressful event and your 
reaction 

SELF-MANAGEMENT STRATEGIES:  
1. Be Aware of Your Triggers & Emotions  
2. Breathe / Count to 10 
3. Take a Walk / Sleep On It 

There are a lot of challenges that we face on a day-to-day basis and better self management skills 
allow you to respond to those challenges in a better way. No one wants a nasty boss who yells and 
screams when under fire. Your job is to develop a strategy to dispel negative emotions before they 
erupt. That’s where these tips can help.  

Further Steps for Self-Management  
1. Take Control of the Story in your Mind 
2. Speak to an Objective Party, Someone Not Emotionally Invested                                                           
3. Recharge / Rejuvenate / Relax / Reflect 

Pressure situations require someone who is cool-headed, as decisions made and conversations had 
in the heat of the fire usually cause us regret. The more thoughtful space you can put between an 
action that’s occurred and your reaction to it, the better. This space allows your emotional mind to 
calm down and gives your rational mind a chance to think clearly. 

Lesson 1:  Mastering Self-Management
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Invite Inquiry: Self-Management

Questions to ask: 

1. What can I do right now to get to keep my emotions and reactions in check? 

2. Who or what ends to push my buttons? Am I clear why?  

3. What might be the underlying issues I have when I get angry at work? 

4. What great things could happen as a result of making improvements in my 
own self-control?

What specific actions can I take immediately that will move me towards being a 

more in control of my reactions and emotions at work? 

_____________________________________________________ 

_____________________________________________________

Lesson 1:  Mastering Self-Management

• Be Emotionally Aware  

• Take a Breath 

• Take a Walk

• Control the Story in Your Mind 

• Speak to a Neutral 3rd Party 

• Recharge and Relax 

• Commit to Grow 

Steps to Improve Self Control

ANY FOOL CAN CONDEMN, CRITICIZE AND COMPLAIN — AND MOST FOOLS DO.  
BUT IT TAKES CHARACTER AND SELF CONTROL TO BE UNDERSTANDING AND FORGIVING. 

- dale carnegie
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Lesson 2:  Motivating Yourself & Your Team

Motivating Factors

What Motivates People?
• Fear 

• Money 

• Job Perks 

• Control 

• Autonomy

• Use 5 - 5 - 5 Method  

• Depersonalize a Situation 

• Surround Yourself with Positivity

Tips to Improve or Maintain Motivation for Yourself

• Promotion/Title 

• Challenge 

• Special Assignment 

• Learning/Growth 

• Respect

• Express Appreciation Regularly 

• Give a Personal Note or Gift that is Meaningful 

• Encourage Input from Team to Increase Feelings of Empowerment 

• Communicate Clearly 

• Listen to Employees

Tips to Improve or Maintain Motivation for Team

Motivated employees are shown to contribute more, be more productive, more collaborative, more 
energetic, more enthusiastic, more of pretty much everything. That’s why learning how to motivate 
yourself and others is such an important aspect of management. 

Remember every person is motivated in different ways. The key to understanding your team’s 
motivating factors is to ask each person (your weekly check-ins are a good place to ask!)
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Thrive Assessment 

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

1 2 3 4 5
I am not doing much to learn and grow I am good about taking time to invest in myself 

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

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

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________

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

___________________________________________________________ 

___________________________________________________________ 

___________________________________________________________

WORK RELATIONSHIPS
HEALTH 

& 
FITNESS

FINANCES PERSONAL 
GOALS

Lesson 3:  Thrive: Investing in Your Growth

Either before the video lesson or after, please take amount to assess where you are currently 
in your life with these different areas.
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Thrive Resource 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. 

A classic, classic, classic! I seriously have ripped, dog-eared, 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 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. 

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.

Lesson 3:  Thrive- - Investing in Your Growth
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Thrive Commitment 

Lesson 3:  Thrive - Investing in Your Growth

Follow Company Pages or Join Groups on LinkedIn that are 
Relevant to Your Career

Subscribe to Industry-related Publications, Blogs, Podcasts, etc.

Set a Lunch Date with 2 People You’d Consider Mentors

1. ___________________________________________ 

2. ___________________________________________

Participate in 5 Learning Opportunities this Year

Commit to 1 Book a Quarter (audio or read)

Join an Association or Club Related to Your Work

1. ___________________________________________ 

2. ___________________________________________ 

3. ___________________________________________ 

4. ___________________________________________ 

5. ___________________________________________

Q1: ________________________

New Manager Boot Camp Course!

Accountability often helps when it comes to completing tasks outside or on top of 
your day job. Use this list as a guide to keep you invested in your learning this year.

Q2: ________________________

Q3: ________________________

Q4: ________________________
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Lesson 4:  Managing at Arm’s Distance

Finding the Right Balance 

Questions to ask: 
1. How do I maintain a personal and professional balance when dealing 

with employees? 

2. How can I maintain objectivity?  

3. What is comfortable for me? 

4. Who am I really close to and has that ever caused an issue? 

5. Ask yourself:  “Can I do ‘this’?” & still be an objective manager?

Notes: 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 
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Lesson 5:  Crafting Your Leadership Legacy

What is Legacy to YOU?
Your defining management moments are those interactions or micro-
actions with others on a daily basis. These are key to building a legacy.

How Do You Want to Be Remembered?  What will your Legacy be? 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 

_____________________________________________________ 
_____________________________________________________ 

_____________________________________________________ 

• Be genuine and purposeful with every micro-action - they add up! 

• Be in tune with yourself, especially in conversations (phone, email, 
meetings, one-on-one) 

• Know the difference between REPUTATION and LEGACY

Steps to Consider in Crafting Your Legacy at Work

• Tone 

• attitude 

• Resourcefulness 

• Body language 

• Empathy 

• Helpfulness 

• Kindness 

• Courageousness 

• Grace 

• Communication style 
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MORE GREAT BOOKS

The 5 Love Languages, Gary Chapman: I know this sounds funny as a 
business book, just trust me on this one. It is a super short, easy read 
about finding out how to best serve other people. If you can’t find a way to 
get along with one of your direct reports, maybe you aren’t talking the 
same “language.” At the bare minimum, it’ll help your love life - who 
doesn’t want that?  

Dare to Lead,  Brene Brown: Love this book and here’s why: Brene 
teaches us what being real and vulnerable means to leadership. If you 
have seen her extremely popular TED Talk on this same topic, you know 
that she’s got some great stuff to share. The more we can learn on how to 
show up as authentic leaders, the more our impact will grow.  

Crucial Conversations, Patterson, Grenny, McMillan, Switzler: Isn’t 
managing all about having crucial conversations, all day long? Yep. Pretty 
much. This book will give you insights into how to go about having 
difficult conversations in the workplace.  

Eat That Frog, by Brian Tracy: Who in this world doesn’t struggle with 
procrastination? All of us would be well served by reading this book.  

Success Principles, Jack Canfield: This is like the bible of self-
motivation. If you are at all interested in personal growth and leading 
your life with intention, this book is a must read. It lives on my nightstand 
as one of my all-time favorites. 


