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Personal Leadership 

 Learning objectives 
By the end of this module, you should be able to: 

• Define personal leadership 
• Explain the principle of ‘Cause and Effect’ and its impact on your life 
• Explain the BE -> DO -> HAVE model and your application of it 
• Appreciate the value of setting goals 
• CREATE empowering goals 
• Effectively manage your activities and maximize time in quadrant 2 
• Apply the six steps to effective time management 
• Explain the importance of Life Balance 
• Identify your level of personal leadership development 
• Explain the three stages of leadership influence 
• Passionately pursue personal leadership 

  

2.1 What is personal leadership? 
If leadership is the ability to get things done with a group of people; personal leadership is the 
ability of an individual to get things done by and for themselves. It is the ability to manage one’s 
life in such a way that you constantly grow in influence and personal productivity. Leaders know 
that leading others starts with leading themselves. Authentic leaders are leaders at heart before they 
are leaders in practice. Personal leadership is all about becoming a leader at heart and in your own 
life. This module will explore some fundamental components of personal leadership. 

  

2.2 Cause and effect 
Taking responsibility for one’s own reactions to life is one of the first foundational mindsets that a 
leader needs to adopt. The concept of Cause and Effect suggests that for any ‘cause’, there is a 
specific ‘effect’ or result that occurs. 
 
Those who choose to live at the ‘effect’ side of the equation are typified by telling you that life is 
happening to them. In a nutshell; they believe that they are a helpless ‘effect’ to the uncontrollable 
‘causes’ in their life. They complain a lot about how unfortunate they are or how people do things 
to them and it’s not their fault.  It could be their upbringing or the country where they were born or 
the fact that their boss doesn’t pay them enough.  They will tend to cast blame on others and one of 
their battle cries is, ‘Why me?’ They have effectively given control of their life over to external 
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influences. So in their model of the world the solutions to their problems are in the external 
influences. They tend to say things like: 

• I cannot … 
• I have to … 
• I had no choice … 
• If only … 
• Not possible … 
• He made me … 
• I should have … 
• It does not work like this in the real world. (They therefore throw out the baby with 

the bath water.) 
 
On the other hand, those who live on the ‘cause’ side of the equation act as if they’re responsible 
for the outcomes in their lives.  If something isn’t working, it is likely that they’ll do something to 
rectify it.  People living on the ‘cause’ side of the equation know that, while they cannot control 
most external influences, they do have total control over their own reactions to those external 
influences. They are the Richard Bransons, the Anthony Robbinses, the Oprah Winfreys, the 
Nelson Mandelas and the Mother Theresas out there.  Each and every one of these people chose to 
take a path which meant that they were responsible for their actions.  They lived in ‘cause’ and as a 
result they achieve or have achieved great things. They tend to say things like: 

• I choose to … 
• I want to … 
• I am able … 
• It can be done, I just don’t know how yet. 
• I will find a way! 
• How can I solve this? 
• How can I learn from this?  
• How can I apply what I learn from this? 

 
Those who live in ‘cause’ get results and those who live in ‘effect’ have reasons.  When people 
don’t succeed and give justifications to themselves why they didn’t make it, they must be aware 
that this is a form of self deceit.  To justify is to give reasons. People who live in ‘cause’ tend to go 
with the flow of external uncontrollable events and then utilize their energy on the things that they 
can influence. As opposed to people who live in ‘effect’ who tend to waste most of their energy 
resisting undesirable external events and then they don’t have much energy left to influence what is 
within their control. The end result is that they have reduced their influence on directing their own 
lives. So if personal leadership is the ability of an individual to get things done by and for 
themselves, a person living at ‘effect’ will make very slow progress, if any at all. Personal 
leadership starts when a person takes responsibility for being the ‘cause’ in their own life. This is 
clearly one of the most empowering mindset changes a person can make to start them off on their 
path of personal leadership development. 

  

2.3 Be ->  do ->  have 
Most people believe that if only they had (HAVE) … (money, looks, better job, better friends, 
better partner, etc.), they would behave (DO) differently … (more motivated, perform better, laugh 
and enjoy life more, etc.) and really BE the person they feel they were supposed to be. They 
believe in HAVE  DO  BE. A person with Personal Leadership has a totally opposite mindset. 
They know that because of who they are, they will do what needs to be done and out of that 
rewards will flow naturally. They believe in BE  DO  HAVE. So, personal leadership starts 
with working on who you are; specifically your attitudes, values and beliefs. Out of this space of 
knowing who you are follows your actions. Congruent, focused actions automatically lead to 
exceptional results, especially when it comes to working with people. People are inspired by and 
connect to leaders who know who they are and act congruently from that space.  
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2.3.1  Components of be ->  do -> have 

 
Table 1.1 

Components of BE -> DO -> HAVE 
 

  Identity 
 Values 
 Beliefs 
 Mindsets 
 Emotional States 

  Behavior 
 Skills 
 Work 

  Finances 
 Health 
 Relationships 
 Leisure 

 

2.3.2  The being model 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 2.1   
The being model  

In the congruent model the person knows who they are and acts congruently with that sense of 
identity. The person in this model does what they are passionate about and their results (have) flow 
automatically out of that. People that operate from this model tend to have the best results but care 
about it the least. Whether they are successful or not does not affect them, because their identity is 
not found in the external. They live life from the inside out. In the same way, as leaders, they lead 
from the inside out.  
 

DDOO 

BBEE 

HHAAVVEE

DDOO  

HHAAVVEE  

BBEE  
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Figure 2.2   
Personal leadership: Inside out  

2.3.3  The victim model 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 2.3   
The victim model  

The Victim believes that if only they ‘had’ certain environmental conditions they would be 
motivated to do more, or be more engaged and then they would ‘be’ happy or fulfilled. This person 
operates very much from the ‘effect’ side of the ‘cause and effect’ equation. In other words they 
blame their environment for their behavior and ultimately their personal fulfilment in life. They are 
very much a victim of their circumstances and feel and act like the world owes them. Refer to the 
previous section on ‘cause and effect’. 

 
 BBEE  
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2.3.4  The controller model 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 2.4  
The controller model  

The Controller believes that if they work (do) hard and long enough, they will eventually get what 
they want in life and then they will eventually feel like somebody or at least be happier. The reality 
is that self realization never comes through ‘haves’. If our external environment or elements of it 
define us, we will never be truly fulfilled and our identity will change as our environment changes. 
Living from this model means that life is a fanatical struggle to control the environment because 
who we are depends on it. Whenever the external is out of the person’s control it will feel life 
threatening.  
 
Everybody has combinations of all three models – see Table 2.2. Personal leadership develops and 
improves as a leader interacts with life progressively more from the ‘Being’ model and less from 
the ‘Controller’ and ‘Victim’ models. In the new economy, where people are the most important 
part of the business, the need is even greater for leaders that operate from the ‘Being’ model. While 
the ‘Controller’ model might have worked in some cases in the old economy, it is destructive in the 
new economy. The ‘Victim’ model does not work in any economy.  
 
Operating from the ‘Being’ model is not an overnight metamorphosis, but rather a process of 
continuous conscious transformation. It happens as the leader makes lasting changes to their 
beliefs, values, attitudes and mindset. As these components of ‘BE’ing change, the person 
transforms their identity of who they are. On a practical level the person slowly experiences more 
empowering emotional states, out of which ‘DO’ing and ultimately ‘HAVE’ing flows 
automatically. 
 

 

DDOO 

BBEE 

HHAAVVEE  
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Table 2.2 
BE -> DO ->  HAVE: Models 

 
 Being Controller Victim 

BE  DO  HAVE order BE -> DO -> HAVE DO -> HAVE -> BE HAVE -> DO -> BE 
Cause & Effect Cause Ineffective attempt to 

be on the cause side 
Effect 

Motivation Towards Away from Away from 
Life Balance Balanced Unbalanced: focus on 

some areas at the 
expense of others 

Unbalanced: Not 
enough energy to 

really push any area 
hard 

Energy spent Going with the flow Fighting the flow Resenting the flow 
Beliefs I am OK. 

 
The world is OK. 

 
I love people. 

 
Things always work 

out. 
 

I can handle whatever 
comes my way. 

 

I have to work hard 
for what I want in life. 

 
Nothing worthwhile 

comes easy. 
 

I need to look out for 
myself.  

 
Life will be better 

when I can change … 

People are either 
lucky or unlucky; I am 

unlucky. 
 

People don’t like me. 
 

The world is against 
me. 

 
Life will be better 
when … changes. 

Driving emotion Love Fear Fear 
Predominant 

emotions 
Happiness, peace, 

fulfilment 
Anxiety, stress, 

frustration, anger 
Regret, jealous, self 

pity, anger, 
frustration, 

resentment, 
depression 

Driving questions How did I get so 
lucky? 

How can I make it 
better? 

Why does it always 
happen to me? 

Source of power Internal flowing with 
external 

Internal fighting 
external 

Power given to 
external environment 

Big picture mindset Self expression Fight  Freeze or flight 
Attitude to 

environment 
Generally favourable 
and often controllable 

Generally 
unfavourable but 

controllable 

Generally 
unfavourable and 

uncontrollable 
Attitude to life #1 Life is great. Life will be better 

when I can change 
something. 

Life will be better 
when something 

changes. 
Attitude to life #2 Playing the game of 

life. “What a ride!” 
Life is a struggle. 
“What a struggle!” 

Life is unfair. “How 
unfair!” 

Natural conflict 
management style 

Collaboration Competing Accommodating 

Communication style Assertive Aggressive Passive 
 
  

2.4 Setting goals 
The purpose of goals is to focus our attention.  Goals can increase achievement by as much as a 
billion per cent … The world makes room for a person who knows where they are going. 
Napoleon Hill 
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Goal Setting is one of the most fundamental and most powerful techniques of personal leadership. 
You don’t have to be a professional athlete or the CEO of a Fortune 500 company to set goals. 
Instead, what you have to be is an individual who desires success – be it in your career, within your 
family, or perhaps with your personal finances.  
 
Goal setting is simply an organized personal planning process. It is a reliable method for 
identifying what you want to achieve - whether in the long- or short-term. The process of setting 
goals gives you the laser-sharp focus you need to achieve real and lasting success. You cannot pick 
up a book or participate in a training program these days without the author or instructor teaching 
the power of goal setting. Yet, most people today spend more time planning a two-week vacation 
than planning their lives by setting goals. It's been said that achieving goals is not a problem – it's 
SETTING goals that is the problem. People just don't do it. They leave their lives to chance ... and 
usually end up broke by the time they reach retirement.  
 
Goal setting keeps you focused on your chosen direction and can act as a reference point any time 
you feel you have strayed from your determined path. In this capacity, goal setting offers yet 
another benefit, which is to help you more accurately identify the distractions that are serving as 
road blocks on your path to success and happiness.  
 
One of the most immediate effects of goal setting is the gratification you feel when you set a goal, 
stick to a plan, and achieve it. You only have to do this once to know that the fulfillment and 
pleasure you derive from achieving your goals is a strong catalyst for returning to, and relying on, 
strong goal-setting techniques and methods again and again.  
 
Once you start setting goals and meeting them, you will quickly notice an improvement in your 
confidence level, which will have a positive impact on every area of your life. In working to 
achieve your goals, you will also soon have a better understanding of your strengths, while 
simultaneously developing a stronger sense of accomplishment, one that grows with every single 
goal achieved.  
 
To effectively set goals, you must first understand that the process actually takes place on a variety 
of levels. It is best to start with the bigger picture or your life-long goals. These goals are then 
broken up into smaller goals, which, of course, represent your day-to-day goals (and act as stepping 
stones on the path to life-long goal achievement, or success). These smaller goals oftentimes can be 
broken down even further, in an effort to provide you with all the steps you need to take to achieve 
your goals – both immediately and in the future.  
 
Once you start this process (and stick to it) it won’t take long for you to see the results, which 
include being able to break down even the most complex life goals into stepping stones that you 
can tackle every day, until you reach the bigger picture, or have achieved your lifetime goals.  
 
And, once you have set the large, lifetime goals, you will find that the process becomes even easier 
(and more beneficial) if you break down the goals into specific categories. 

2.4.1  Top 10 tips for setting goals 

 Make a list of your values 

What's really important to you? Your family? Your religion? Your leisure time? Your work? 
Decide on what your most important values in life are and then make sure that the goals you set are 
designed to include and enhance them.  

 Begin with the end in mind 

Tom Watson, the founder of IBM was once asked what he attributed the phenomenal success of 
IBM to and he said it was three things: The first thing was that he created a very clear image in his 
mind of what he wanted his company to look like when it was done. He then asked himself how 
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would a company like that have to act on a day-to-day basis. And then in the very beginning of 
building his company, he began to act that way.  

 Project yourself into the future 

The late, great Earl Nightingale created a whole new industry (self-improvement) after a 20-year 
study on what made people successful. The bottom-line result of his research was simply, "We 
Become What We Think About."  Whatever thoughts dominate our minds most of the time are 
what we become. That's why goal setting is so critical in achieving success because it keeps us 
focused on what's really important to us. He then said that the easiest way to reach our goals is to 
pretend that we had ALREADY achieved our goals. That is, begin to walk, talk and act as though 
we are already experiencing the success we seek. Then, those things will come to us naturally 
through the power of the subconscious mind.  

 Write down the 10 things you want this year 

By making a list of the things that are important to you, you begin to create images in your mind. 
It's been said that your mind will actually create chaos if necessary to make images become a 
reality. Because of this, the list of ten things will probably result in you achieving at least eight of 
them within the year.  

 Create your storyboard 

Get a piece of poster board and attach it to a wall in your office or home where you will see it 
often. As you go through magazines, brochures, etc. and you see the pictures of the things you 
want, cut them out and glue them to your storyboard. In other words, make yourself a collage of the 
goals that excite you...knowing full well that as you look at them everyday, they will soon be yours.  

 The three most important things 

Decide on three things that you want to achieve before you die. Then work backwards listing three 
things you want in the next twenty years, ten years, five years, this year, this month, this week and 
finally, the three most important things you want to accomplish today.  

 Ask yourself good questions 

As you think about your goals, instead of ‘wishing’ for them to come true, ask yourself ‘how’ and 
‘what you can do’ to make them come true. The subconscious mind will respond to your questions 
far better than if you are just making statements or making wishes.  

 Focus on one project at a time 

One of the greatest mistakes people make in setting goals is trying to work on too many things at 
one time. There is tremendous power in giving laser beam focused attention to just one idea, one 
project or one objective at a time.  

 Write out an "ideal scenario" 

Pretend that you are a newspaper reporter that has just finished an interview about the outstanding 
success that you've achieved and the article is now in the newspaper. How would it read? What 
would be the headline? Write the article yourself, projecting yourself into the future as though it 
had already happened. Describe the activities of your daily routine now that are very successful. 
Don't forget the headline. (Example: "Jo Bloggs achieves international recognition for lead his 
engineering team to … .")  

 Regularly review your goals 

Reviewing your goals daily is a crucial part of your success in personal leadership and must 
become part of your routine. Each morning when you wake up read your list of goals that are 
written in the positive. Visualize the completed goal, see the new home, smell the leather seats in 
your new car, feel the depth of connection as you look into your child’s eyes, hear the applause as 
your appointment as CEO is announced or feel the fulfillment as another emerging leader steps out 
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from under your wing well prepared for his new leadership role. Then each night, right before you 
go to bed, repeat the process. This process will start both your subconscious and conscious mind on 
working towards the goal. This will also begin to replace any of the negative self-talk you may 
have with positive self-talk. If daily is too often do it at a frequency that works for you. The 
important point is just to do it regularly and consistently. 
 

2.4.2  C.R.E.A.T.E. your goals 
This process allows you to put goals in your future in such a way that they actually occur. 

 Concise and clear 

Write your outcome as a nutshell-type statement: 1-2 sentences max with as much clarity and detail 
as possible. 

 Realistic 

Most people overestimate what they can achieve in a year and underestimate what they can achieve 
in a decade. If you’ve never reached your goals before, scale back. If you always reach your goals, 
stretch yourself and make them bigger. 

 Ecological 

Study the consequences of your outcome. Ask yourself, “Is it safe to me? To others? To the planet? 
To our division? To our organization?” 

 As if now 

Write your outcome in present-tense language as if it is happening right now. Success is not around 
the corner – it’s right now. Don’t “next-month” yourself. 

 Time/toward the positive 

Put a future date for when your outcome will occur. (Example: “It is now 15 December 2011, I am 
at my company’s annual awards night and I hear the applause as my appointment as CEO is 
announced.”) In addition, make sure the goal is stated in the positive. (Example: “I’m going in and 
closing the deal.”) Directionalise your focus in a way that allows you to create extraordinary 
results, and state the goal exactly as you would like for it to happen. 

 End step I evidence procedure 

This is the most important step. Ask yourself: “What is the final puzzle piece which has to happen 
in order for me to know I got my goal?” This is exactly how you should write your goal. 
 
Once you have developed your goal using these guidelines, write it down in the following format: 
 
It is now (future date) ………………………………………………………………. 
 
I am / I have (end step / evidence procedure: ………………………………………… 
………………………………………………………………………………………………………
…………………. 
 
For example: “It is now 15 December 2011, I am at my company’s annual awards night and I hear 
the applause as my appointment as CEO is announced.” 

  

2.5 Time management 
 
Imagine there is a bank that credits your account each morning with $86,400. It carries over no 
balance from day to day. 
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Every evening the bank deletes whatever part of the balance you failed to use during the day. What 
would you do? Draw out every cent, of course! 
 
Each of us has such a bank. Its name is TIME. Every morning, it credits you with 86,400 seconds. 
 
Every night it writes off, as lost, whatever you failed to invest to good purpose. It carries over no 
balance. It allows no overdraft. 
 
Each day it opens a brand new account for you. Each night it burns the remains of the day. If you 
fail to use the day’s deposits, the loss is yours. There is no going back. There is no drawing against 
“tomorrow.” 
 
You must live in the present on today’s deposits. Invest it so as to get from it the utmost in health, 
happiness and success! 
 
You can't manage time, it just happens. So "time management" is a mislabeled problem, which has 
little chance of being an effective approach. What we really refer to when we say ‘time 
management’ is the management of what we do (or don’t do) during a set period of time. Defining 
outcomes and physical actions required to deliver those outcomes is the core process required to 
manage what we do. So when we refer to ‘time management’ we are really talking about ‘activity 
management’. As defined earlier, personal leadership is the ability of an individual to get things 
done by and for themselves. It is clear out of the definition that the ability to manage activities must 
be a basic requirement for personal leadership. 

2.5.1  The seven challenges of successful time management 

 Challenge 1: Most people are in a re-active rather than a pro-active mode 

Studies show only 20% of time is spent on the important activities. 80% is spent on things that get 
very low or NO results. If we reverse these we can immediately get a four times increase in 
productivity. That’s right, a 400% increase! 

 Challenge 2: Re-reading the same information again and again without taking action 

Average business person spends six weeks a year re-reading the same information without taking 
action. This adds up to three and a half years in your career spent on something that has little or NO 
effect on your results. 

 Challenge 3: The “open door” policy 

This, “Have you got a minute?” mode is the worst way to run a company. If anyone can interrupt 
anyone else anytime they want to, then the entire company runs in a re-active mode. 

 Challenge 4: The 25 things “to do” list 

Studies show that people who make “to do” lists will most often do the least important (or easiest) 
things first. The important things often get moved until they become urgent and then get done in a 
mad rush. 

 Challenge 5: No daily planning 

Most people only schedule appointments - not tasks or projects. This makes it hard to focus on the 
important (but not yet urgent) things. 

 Challenge 6: No system for dealing with documents and projects 

This often leads to a messy desk and/or drawers and files. 

 Challenge 7: No discipline for useless information 
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Most people keep and file away information only to toss it out 6 months later. 

2.5.2  Determining priorities 
Things that matter most must never be at the mercy of things which matter least. 
- Johann Goethe 
 
The benefits of determining priorities are: 

• It helps to determine where most time need to be spent 
• It helps to determine what needs to be delegate 
• It helps to focus on the things that create results and not the things that waste time. 

 Have a look at the matrix in Figure 2.5. 

 Urgent versus Important 

• Important: An activity is important if it contributes to you and your team’s mission, 
values and high-priority goals 

• Urgent: An activity is important if you or others feel it requires immediate attention 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 2.5 
Determining priority matrix  
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The quadrant of necessity 

 

 

Figure 2.6  
Quadrant of necessity  

 
This quadrant represents activities that are necessary for you to focus on, because they are BOTH 
urgent (time-sensitive) AND important to you. These are some of the kinds of activities that fall 
into Q1:  

• Pressing problems 
• Crises  
• Deadline-driven projects  
• Last minute preparations for scheduled activities  

 
We tend to focus on Q1 activities because they are urgent and the need to do these activities is 
obvious. These activities are hard to ignore, because our life experiences have taught us that when 
we ignore Q1 activities, we get into trouble.  
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The quadrant of quality and personal leadership 

 

Figure 2.7  
Quadrant of quality and  personal leadership  

 
This quadrant represents activities that are important. But, because they are not urgent, they are 
easy to put on the back burner for “when I have more time.” In order to focus on these activities, 
one must be proactive. Here are examples of activities that fall into Q2:  

• Developing personal leadership 
• Preparation/planning  
• Prevention  
• Values clarification  
• Exercise  
• Relationship building  
• True recreation/relaxation  

 
The more time we spend in Q2, the more quality we add to our lives. If we neglect Q2 activities 
long enough, sometimes they become Q1 activities (urgent and important). For example, exercise is 
generally considered a Q2 activity because there is no deadline by which you must exercise. 
However, if you neglect exercise long enough—“I'll do it when I have more time”—it may become 
a Q1 (urgent) activity when your health care provider tells you that you will face major health 
problems if you don’t start exercising regularly. Unfortunately, “more time” never comes. As will 
be discussed later, this is the quadrant in which a leader wants to spend most of their time.  
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The quadrant of deception 

 

 

Figure 2.8 
Quadrant of deception  

 
This quadrant represents activities that are urgent (time-sensitive) but not important. Q3 is known 
as the Quadrant of Deception, because we get deceived into believing that these activities are 
important because they are urgent, even though we’ve identified these activities as not important. 
The word “urgent” means the activity is time sensitive or deadline driven. For example, an 
incoming phone call is considered urgent because the phone is ringing right now. It may or may not 
be important, but if you don’t answer the phone now, it will stop ringing. Here are examples of 
activities that fall into Q3:  

• Unimportant interruptions and phone calls  
• Unimportant mail and reports  
• Some meetings 
• Many “pressing” matters  
• Many popular activities  

 
The activities represented in this quadrant are ones that we would do well to say ‘no’ to or 
renegotiate. The only exception to this would be activities that are important to someone who is 
important to you. You may deem an activity important because you value a relationship.  
 
Some Q3 activities may be related to tasks required by an employer. For example, an employee is 
asked to write a report that he or she does not see any value in creating, but because the employer 
wants it – and the employee values the job or relationship – the Q3 activity becomes a Q1 activity.  
 
It is easy to become “urgency addicted” – a self-destructive behavior that temporarily fills a void 
created by unmet needs. This type of addiction is as dangerous as other commonly recognized 
addictions and dependencies.  
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The quadrant of waste 

 

 

Figure 2.9 
Quadrant of waste  

 
This quadrant represents activities that are not important and are not urgent. Here are examples of 
activities that fall into Q4:  

• Trivia, busywork  
• Reviewing junk mail  
• Some phone calls  
• Escape activities  
• Viewing mindless TV shows  

 
Most professionals do not spend much time in this quadrant, because they simply don’t have time 
to waste. However, the most common Q4 activity for busy people is escape activities. When the 
stress level gets high enough, some people escape from reality by doing activities that do not 
address or resolve the problem. This is considered wasteful. The same activity can fall into Q2 or 
Q4. You are the only one who can determine which quadrant the activity belongs in. If you are 
treating yourself to true recreation and relaxation (resting and renewing yourself), you are in Q2. If 
you are engaging in an escape activity (avoiding the problem and not finding a solution), you are in 
Q4. The motivation behind the activity determines which quadrant you are in.  

  

2.5.3  Using the priority matrix to determine priorities  
Action for each quadrant: 

• Quadrant 1: Do it now! 
• Quadrant 2: Start before it becomes urgent! 
• Quadrant 3: Do it if you have time otherwise delegate! 
• Quadrant 4: Dump it! 
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Figure 2.10  
Managing priorities  

 
First you start by looking what you are currently doing that is in Quadrant 4 – then you dump it = 
YOU STOP DOING IT 
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Figure 2.11  
Managing priorities  

 
You have just created a huge gap in your day – so you make sure you fill it with Q2 activities 
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Figure 2.12  
Managing priorities  

 
Then you identify which activities in Q3 you can delegate – and then you delegate! 
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Figure 2.13 
Managing priorities  

 
You have just created a huge gap for more of Q1 activities 
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Figure 2.14 
Managing priorities  

 
But as you spend more time in Q2 your urgent activities will become less. That means Q1 and Q3 
will get smaller. 
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Figure 2.15  
Managing priorities  

 
So now you have created an even bigger gap to fill with Q2. This is your ideal! 
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Figure 2.16 
Managing priorities  

 

2.5.4  Engineer to leader – through effective time management 
As previously explained, making the transition from doing the role of an engineer to the role of a 
leader requires for progressively more focus and time to be spent on activities that lead the team 
and less on working in the team. As illustrated by the diagram below, practically this is done by 
spending more time on the proactive activities of quadrants 1 and 2, and less time on the low 
leveraged activities of quadrants 3 and 4.  
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Figure 2.17  
Engineer to leader through effective time management  

  

2.5.5 The six steps to effective time management 
The following six steps are not only a very practical way to apply some very profound time 
management principles but they also address the seven challenges discussed earlier. 
 
Step 1: Write down the six most important things you must do today. Make your “25 things to 
do today” list as normal (consider everything), then select the six most important things you must 
do today. Those things that will yield the highest results in your business and your life. The six 
things which, no matter what happens, (excepting personal emergencies of course) you’ll get done. 
(You may want to write down why they are the most important and the results they’ll give you next 
to each one). 
 
Step 2: Plan the amount of time needed to do each task. Allow for the time necessary to work 
on each of the six most important things to do today. Add up the total time you’ll need to get the 6 
done. 
 
Step 3: Schedule when you’ll do each of the six tasks. Plan your day by setting specific time 
slots when you’ll work on each of your six most important things. Include time for unplanned 
meetings. 
 
The key to leading effectively and efficiently is to keep focusing on the six most important things 
and scheduling interruptions to set meeting times (or eliminating them altogether). Always (and 
even more so your team grows), guard against being a “Got a Minute?” Manager! Set a Policy to 
meet weekly, first thing Monday to plan, and last thing Friday to check progress, get reports, and 
prepare for Monday’s planning meeting the following week. 
 
It is highly effective to require staff to supply a running weekly report of each day’s plan and what 
the final results were.  This will give them a way to improve time management and will give you 
additional real data to base policy changes upon. 
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Step 4: Do the most important thing first. Mostly we do the “urgent” or the ‘easy’ things on our 
list first. To get the most results from your day, do the 20% of things that make the 80% of the 
difference in results FIRST!! And always, always, always do the most important thing first. 
 
Step 5: Touch it once. Research shows that re-reading the same information wastes six weeks per 
year. The secret is - every time you touch something, DO something with it. Even if that something 
is just to file it in a folder that will receive attention later. Tips for ‘touching it once’. 
 
5a. Create a file for every piece of paper. If you have a lot of calls to return, create a file for 
them. When you’ve scheduled time to return calls, pull the file out and work on it. 
5b. Create a color coded system for filing. And each time you touch something - do something 
with it ... 
a)  Finish it.   b)  Pass it on - leverage/delegate it. 
c)  Create a file.   d)  Write a memo. 
e)  Move it to the next step.  f)  Throw it away. 
5c. Create in-baskets instead of accepting personal interruptions.  Make them big enough for 
whole files to be put into them. 
5d:  Every time you touch a document or file, put a red X in the top right hand corner. This will 
soon highlight to you where you are wasting time. 
 
Step 6: Ask ... “Will it hurt me if I throw this away?”  80% of filed information is never used 
again.  Rule is . . .ask about everything.  “Will it hurt me if I throw it away?” 

  

2.6 Life balance 
Another foundation for personal leadership is to lead a balanced life. Life balance has a major 
impact on an individual’s motivation and engagement, and ultimately on the success of an 
organization. The objective of life balance is to bring a balance to your life in order to enjoy a 
successful life. Success in life can be defined as the progressive realization of worthy goals. These 
goals are very individual to you, but generally we find the picture that forms include good health, 
energy and enthusiasm for life, material abundance, fulfilling relationships, creative freedom, 
emotional and psychological stability, spiritual connection, a sense of well-being, and peace of 
mind.   
 
Research has found that there are only a very small number of areas that have a very large effect on 
life. So, if you limit yourself to goals in these areas, you have a great chance of making a dramatic 
difference to your success and quality of life.  
 
You can start to create your own success picture by formulating long-term life goals in the 
following ten most important quality of life areas:  

• Management of the Mind   
• Sense of Self  
• Resolution of the Past  
• Relationship/s  
• Work 
• Money 
• Health 
• Life Administration 
• Leisure 
• Life Coping Skills 

 
Refer to Appendix 2: ‘Life Balance Assessment’ for an assessment of your own life balance. 
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2.7 Ten personality traits of exceptional leaders 
Studies show that there are ten traits that are consistent in exceptional leaders.  Refer to Appendix 
2: Ten Personality traits of Exceptional Leaders, for more details and a personal assessment.  

  

2.8 Three stages of leadership influence 
To add growth, lead followers – to multiply, lead leaders. 
- John Maxwell 
 
A leader’s ability to produce and influence can be categorized into one of the following three 
stages.  

2.8.1  Personal leadership 
Personal leadership is the ability to get things done by oneself. Only when a leader can lead 
themselves are they ready to lead others effectively. Refer to the section “What is Personal 
Leadership” for a more in-depth discussion of what Personal Leadership is. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 2.18  
  

 

2.8.2 Leading followers 
The next stage of leadership influence is the ability to lead a team of people. You are the leader and 
they follow your lead and initiative. You have to guide and direct. When you are not there or not 
leading, the job goes a lot slower, and sometimes does not get done at all. Your staff are good at 
what they do but they do not display personal leadership. To get the most out of your team in this 
stage you constantly have to motivate and equip. It is a demanding stage of leadership, but at least 
you are able to get more done that the previous stage when you were just by yourself. A good 
leader can create very dynamic and synergistic teams in this stage. Many great leaders have stayed 
in this stage of leadership for most of their lives. They were able to accomplish great things. 
Unfortunately, the group or organization fell apart when they eventually had to leave.  
 
When a leader falls short in stage one, stage two can also go the opposite way with the potential for 
the team to work against itself and self sabotage. Unfortunately, this has become more frequently 

 
YOU 
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the case as the skills shortage is forcing organizations to promote people that are not ready to take 
leadership positions. 

 
 
 
 
 
 
 

 

Figure 2.19  
  

2.8.3  Leading leaders 
The next stage of leadership influence is the ability to construct and lead a team of leaders. In this 
stage the first level of leaders are already in Stages 2 or 3, themselves. The more first level leaders 
in Stage 3 the more powerful the team will be. In industries where technical expertise form a 
significant part of the product or service, like engineering, it is essential that there is a balance 
between the amount of leadership displayed and the ability to also get the job done. 
 
Stage 3 cannot exist if the right people are not on the bus. Team selection and leadership 
development form significant components of this stage. Once the right people are on the bus, this 
stage of leadership provides the greatest level of influence for the least amount of effort. In this 
stage the leader is working smarter not harder.  
 
The scope of this course is to cover the main skills that will help you to further develop the leader 
in you and in others. 

  

2.9 Essential skills for leadership 
In order to develop, motivate and equip a team, a leader needs to possess or develop the 5 Cs of 
leadership: 

• Caring – People Smart 
Since leadership is all about working with people it is clear that developing as a leader requires 
becoming more people smart. Being people smart is the ability to know and understand what makes 
people tick and what ticks them off. Above all, your people will want to know that you care about 
them. They will not care how much you know until they know how much you care. 
 

• Communication Skills 
Communication forms the basis of all relationships at work and at home. Unfortunately, in almost 
every organization, poor communication is the biggest problem preventing organizational 
effectiveness. A successful leader needs communication skills to ensure their message is 
understood and interpreted in the way it was intended. However, communication is a two-way 
street. As a leader you must also develop positive listening techniques. The team you work with 
should always feel that they can come to you with ideas, suggestions, and problems and that you 
will hear what they have to say and actually listen to the message they are communicating. As a 
leader increases their communication skills their influence will multiply. As a leader fosters a 
culture of open and constructive communication in their team, the productivity of the team will 
increase exponentially. 
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• Conflict Management Skills 

A leader’s mindset about and ability to manage conflict will greatly determine how productive their 
team is going to be. As a leader you want to identify conflicts as early as possible; then determine 
what kind of conflict is involved and the best conflict management style to address it. 
 

• Creativity and Problem Solving 
One of the most important things a leader can do to lead change is to cultivate creativity. Our focus 
in this program is constructive change for the personal development of the leader and the 
individuals in the team. If you do what you have always done, you can expect to get more of what 
you have always got. What do you need to do different (change), to get a better result? The answer 
to this question comes by being creative, thinking outside the square. Even asking a different or 
new question has to do with the ability to be creative. Coming up with a collaborative solution in 
conflict management often requires one or both parties to think outside the square. Communicators 
of all kinds need to be able to ignite their listeners’ imaginations and open their minds to new ideas. 
In our disordered, often bewildering era, communicating playfully and creatively can make the 
difference between exciting people about change or reducing them to paralysed terror. 
 

• Coaching 
People Smart Leadership implies a strong commitment to people development. People Smart 
Leaders see themselves as resource people who are responsible for developing their teams. One of 
the primary skills they need for this task is coaching. Coaching is defined as a conversation that 
follows a predictable process and leads to superior performance, commitment to sustained 
improvement, and positive relationships. 
 
These five skills will be developed further in the five modules that follow. 

  

2.10 Personal leadership toolbox 
• Appendix 2: Life Balance Assessment 
• Appendix 3: Ten Personality traits of Exceptional Leaders 
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