
 HELLO@REALLYGREATSITE.COM
(123) 456 7890 6 AM - 6 PMBOOK A FREE

STRATEGY CALL

Are you interesting in
accelerating your leadership

skills and performance?

If so, you’ll benefit from a
leadership coach & mentor
who will design a program
around your specific needs.

At leadership level, coaching
is an essential investment.

Leadership
Toolkit



1. Self-Awareness and Personal Growth Tools

360-Degree Feedback: Gain insights into your strengths and areas for growth by
requesting anonymous feedback from peers, direct reports, and managers.

Tool: Platforms like SurveyMonkey, Qualtrics, or tools within HR systems (e.g.,
BambooHR) can facilitate 360-degree feedback.

Leadership Style Assessment: Understand your natural leadership style to leverage
strengths and address potential blind spots.

Suggested Tools: Myers-Briggs Type Indicator (MBTI), DISC, or PRINT
assessment.

Daily Reflection: Set aside time each day to reflect on your actions, decisions, and
interactions with your team. This builds self-awareness and encourages thoughtful
leadership.

Exercise: Use a journal or a digital tool like Day One to jot down daily reflections
on leadership wins and areas for improvement.

2. Strategic Vision and Goal-Setting

Vision Casting: Clarify and communicate your team’s long-term goals, aligning them
with the organisation's mission to inspire and guide your team effectively.

Exercise: Develop a one-page vision statement for your team, including goals,
values, and expected outcomes. Share it in team meetings and revisit it quarterly.

OKR Framework (Objectives and Key Results): Use OKRs to set ambitious yet
achievable goals with measurable outcomes. OKRs encourage accountability and
focus within the team.

Suggested Tool: Use OKR platforms like Betterworks or Asana, or track OKRs
manually using Google Sheets.

SWOT Analysis: Assess your team’s strengths, weaknesses, opportunities, and threats
to inform strategic decision-making.

Tip: Conduct a quarterly SWOT analysis with your team to stay aware of changes
and pivot strategies as needed.
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3. Decision-Making and Problem-Solving Skills

Decision Matrix: Use a decision matrix to evaluate options based on weighted criteria
(e.g., impact, feasibility, cost). This approach provides a structured way to make
unbiased decisions.

Exercise: Rate options on a scale (1–5) based on relevant factors, then total the
scores to prioritize the best course of action.

Root Cause Analysis (5 Whys Method): Use the “5 Whys” technique to drill down
into the root cause of problems by asking “Why?” five times to uncover underlying
issues.

Tip: Apply this technique in team debriefs to solve recurring issues or improve
processes.

Pros and Cons List: For quick decision-making, create a pros and cons list with your
team to collaboratively weigh options and make informed choices.

Tip: Engage the team in this exercise to promote transparency and inclusivity in
decisions that impact them.

4. Team-Building and Communication

Regular 1:1 Meetings: Schedule weekly or bi-weekly 1:1 meetings with team members
to check in on progress, discuss career goals, and provide feedback.

Suggested Tool: Use scheduling tools like Google Calendar or Microsoft Teams
and keep notes on agenda topics to follow up.

Active Listening Practices: Improve team rapport and trust by practicing active
listening in meetings. This involves making eye contact, nodding, and summarizing
what’s been said to show understanding.

Tip: After each team member speaks in meetings, repeat back key points to
validate their input and demonstrate active listening.

Icebreaker Exercises: Start meetings with brief icebreakers to build camaraderie and
reduce stress, fostering an open, collaborative atmosphere.

Suggested Tool: Try icebreaker questions from apps like QuizBreaker or create a
rotation where each team member leads an activity.
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5. Emotional Intelligence and Empathy

Empathy Mapping: To understand your team’s motivations, frustrations, and needs,
create empathy maps for each member or key persona within your team.

Exercise: Ask open-ended questions to gather insights into team members’
perspectives, goals, and obstacles.

EQ Training: Regularly work on building your emotional intelligence through EQ
workshops, books, or online courses to improve self-awareness, empathy, and social
skills.

Suggested Resources: Read Emotional Intelligence by Daniel Goleman or take an
EQ course on platforms like Coursera.

Mindfulness for Leaders: Practicing mindfulness helps leaders remain calm, present,
and focused under stress, improving decision-making and emotional regulation.

Exercise: Incorporate 5-10 minutes of daily mindfulness or breathing exercises.
Apps like Headspace or Calm offer leadership-focused mindfulness exercises.

6. Delegation and Empowerment Techniques

Task Delegation Matrix: Use a delegation matrix to categorize tasks based on urgency
and importance, allowing you to delegate appropriately and empower your team.

Exercise: Identify tasks you can delegate based on team members’ strengths,
freeing up time for high-priority leadership responsibilities.

Empowerment through Autonomy: Give team members control over their projects
and decision-making within clear boundaries. This boosts motivation, confidence, and
accountability.

Tip: Set up regular check-ins to offer support without micromanaging. Celebrate
successes to reinforce ownership.

Skill Development Plans: Work with team members to create individualized
development plans that support their career growth and contribute to team success.

Suggested Tool: Use personal development templates or tools like Lattice for
tracking progress on development goals.

7. Conflict Resolution and Difficult Conversations

The “DESC” Model: For challenging conversations, use the DESC framework
(Describe, Express, Specify, Consequences) to communicate effectively and
resolve conflicts.
Exercise: Practice the DESC model in low-stakes situations to build confidence for
more challenging discussions.
Collaborative Problem Solving: When conflicts arise, involve all parties in a
brainstorming session to generate potential solutions, fostering a team-
orientedapproach.
Tip: Set ground rules for open communication and mutual respect before starting
collaborative problem-solving sessions.
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Feedback Frameworks: Use the “SBI” (Situation, Behavior, Impact) model to provide
constructive feedback that focuses on specific actions and their effects.

Exercise: After observing a behavior that needs improvement, practice providing
feedback using the SBI model to keep discussions objective and solution-focused.

8. Building a Positive Team Culture

Recognition Programs: Recognize and reward individual and team achievements
regularly to build morale and encourage continuous effort.

Tool: Use platforms like Bonusly or Kudos for digital recognition, or implement
weekly shout-outs during team meetings.

Team Values and Norms: Establish clear team values and norms that align with your
organization’s mission, fostering a shared sense of purpose.

Exercise: Collaborate with your team to create a “team charter” that outlines
core values and expectations for behavior.

Psychological Safety: Encourage open dialogue where team members feel safe to
speak up, take risks, and admit mistakes without fear of punishment.

Tip: Regularly ask for feedback on how you can improve as a leader and respond
positively to all input to build trust.

In Summary

This leadership toolkit is designed to support leaders in developing core skills, building
stronger teams, and fostering a culture of growth, empathy, and accountability. Each
tool and practice can be adapted to fit your specific leadership style, team dynamics, and
organizational goals. Start by focusing on one or two areas for growth, and gradually
incorporate more practices to become an inspiring and effective leader.
Use this toolkit to empower your team, lead with purpose, and build a thriving work
environment.

BOOK A FREE
STRATEGY CALL

Apogee Global Consulting
www.apogeeglobal.com

Call Madeleine on +61 (0)41 888 1431 or Email madeleine.long@apogeeglobal.com
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A leadership position may be the most challenging role you’ll experience
in your career. Inspiring your team to perform at the highest levels

requires new nuanced skills incorporating the psychology of people. You
also need to balance family, finances and your health.

Most leaders have leadership coaches. You need one too. 

Contact us to find out more about the EMPOWER Leadership
Coaching Program.


