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Introduction

Welcome to “The Good Management Guide(s)”.
My name is Dr. Leigh Kibby (my picture
appears on your right) and | am the author.

The purpose of this E-Book is to assist you with
your everyday management decisions,
strategies and actions.

The Good Management Guide(s)

“The Good Management Guide(s)” has been designed to be a quick reference
tool and easy to use device. This has been achieved by using flowcharts,
pictures and brief descriptions rather than long-winded or academic
explanations.

All of the guides/flowcharts have been tested in both management and
consulting situations.

The guides are not intended to have all the answers to every problem.
However, | have targeted key issues that have come up during consulting
work. These range from assessing behaviour (crucial for managers and
executives), to models for learning and development and asset risk
management.

“More of The Good Management Guide(s)” is currently under consideration.

Good luck and | hope the following pages give you the help you need.

About the Author

| am a former teacher, spy (YES, | was), IT Exec and consultant. My
achievements include:
. 15% performance improvement in $40 million Investment Bank IT team

. Savings of $3.5 million per year in IT team running costs
e  $8-$10 million of IT performance improvement savings identified
‘ e  Staff satisfaction increases from 51% to 89%
. Staff satisfaction increases from 51% to 71%
KINEMATIC . Staff satisfaction increases from 35% to 61%.
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Behavioural
Issues

The “BIT WEST” Guide
to
Assessing Behaviour

This guide aims to give you a context within which you assess/evaluate the
behaviour of staff where you have a concern. It is no replacement for
professional advice but can provide a model within which you can review the
situation and collect observational which you can use when obtaining more
detailed support/advice.

The following pages consist of flowcharts detailing the BIT WEST strategy for
assessing behaviours including:

BIT - which covers from observation and initial considerations; to

WEST - which deals with making meaning and deeper
understandings.

© Leigh Kibby2000/2007 Good Manager Guide070211
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This first flowchart is about getting the “Bit” by the teeth, i.e. really
knowing what is happening.

What is
seen

What is
reported

— Behaviour — -

Context of both /
- Circumstances /
Environment

—» Possibilities

Ideas

A 4

B IT Interpretation

— Concerns

Patterns of
Behaviour

Patterns of
Context /
Circumstance

A 4

— Themes

Patterns of
Meaning

A 4

© Leigh Kibby2000/2007 Good Manager Guide070211
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This second flowchart is about being clear as to what is

happening, why it might be happening and why you are observing

and what you need to do strategically.

Issue
behind the
theme

\

WHY

uUnseen
Issues

a ) Purpose of
Assessment

Referral

Evaluation

A,

2
m
)
—

- Concerns

— For Person

Strategies
For
7 an(_j " Organisation
Tactics

— Agreement
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Learning Levels

A Guide to the key
aspects/phases
of
Learning and Development

The purpose of these next two flowcharts is to provide a framework
understanding the learning and development process, essential if you want to
assist in the development of Executives and Staff. The model is based on the
Neuro-Empathic Training* (aka Person Centred Facilitation) developed by
Leigh Kibby.

Development “increases” downwards in these pictures. In the first picture, on
the left side you will see “Intelligence” and on the right | have mapped the
corresponding abilities. In the second flowchart, | have mapped emotional
development and the corresponding “sensibilities” (awarenesses/capacities)
that can accompany those development stages.

PLEASE NOTE THAT NEURO-EMPATHIC TRAINING IS SUBJECT TO
INTELLECTUAL PROPERTY RIGHTS.

Intelligence and Abilities

© Leigh Kibby2000/2007 Good Manager Guide070211
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\

Skills > -

l

Knowledge > - -

1

Understanding r - -

l

Reflection b - -

]

Insight

l

A AN A A A

Abilities - Doing

I

Facts and Ideas

1

Using Facts

I

Seeing Beyond the
Facts

I

People, Places,
Contexts and
Motivators, Drivers etc

I

Self Reflection and Seeing yourself and
Personal Insight how you view the world

l I

Global Picture

—/

N . N C N C N\
— 0

-
——/

Paradigms and Patterns

—
2
——
__
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Emotional Intelligence/Agility and Sensibilities

"Emoting"

l

Knowledge of Feelings

l

- )
Drivers and Motivators
- l J
~ D
Observing
G l J

1
[ Self-Observing
l J
N
[ Logothymic
l .
N
[ Logotheoric
W,

©Le

igh Kibby2000/2007

-»{ Feeling and Expressing]

l

Facts and Ideas

J

l

(Understanding Triggers

(Emotional Intelligence 1

\

>

{

é Seeing Others

(Emotional Intelligence 2

{

Seeing self D
Emotional Agility 1
; - ™
Making Meaning
Emotional Agility 2
\
Self Noeticism
(Comfortable with ........ )
S
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Career
Development
Tactics

A Guide to the Key Aspects of
Career management

This next flowchart outlines the key action phases that can assist with career
development. Managers can undertake these steps themselves or assist their
staff go through them via a combination of seminars, one-to-one sessions and
discussions within teams, amongst staff and with superiors.

© Leigh Kibby2000/2007 Good Manager Guide070211
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. ] Life/Personal and
[A“gnment Career Alignment :

Assisting the
) development of skills
[ Coaching J—' IDEA - ABC Models

1. Manager downwards
2. Peer Learning groups

Professional /

\ 4 Personal
; Development -
Mentoring Mentor to Protege -
ERA Model

for resolving professional/personal/
career dilemmas, interactions and
issues

1. Personal - re: plan
v 2. Professional - re:
N feedback mechanisms,
( Eval uation J—»KRAS, Managers giving
feedback

3. Process management
tools and strategic planning

© Leigh Kibby2000/2007 Good Manager Guide070211
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Coaching Skills

The IDEA Coaching

The next series of flowcharts outlines the IDEA Coaching model and key
coaching strategies, actions and phases.

© Leigh Kibby2000/2007 Good Manager Guide070211
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The following pages consist of flowcharts detailing the IDEA GET
SET GO formula for coaching. These are:

GET - Goals / Expectations / Tactics
SET - Skillset / Execution / Timing

GO - Game Plan / Opportunity

IDEA - Issue / Difficulty / Example / Action

The first flowchart provides the overall GET SET GO picture.

© Leigh Kibby2000/2007 Good Manager Guide070211
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KINEMATIC

GET

e Goals - what to achieve

e EXxpectations - what it will
look like

e Tactics - how to achieve /
what to do

( )
SET
e Skillset - skills needed /
available
e Execution and Timing -
L What and when y
( )

GO

e Gameplan - writing out the ET
e Opportunity - what might

come up and what to do
o S

© Leigh Kibby2000/2007 Good Manager Guide070211
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The following page provides more detail on the Coach overview

and key IDEA themes for firstly listening and then for assisting

developing new strategies.

Issue - global description

D

Difficulty - practical and/or
emotional

]

E

Example - most recent of and,
lvhen coaching, what could be)

é A )

Al - what happened
A2 - when coaching, what will
\_ be done next time »

© Leigh Kibby2000/2007 Good Manager Guide070211
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The following page — POSES - provides more detail on the one-to-

one interaction that Coaches and Learners sometimes undertake

to understand the problem more fully and then develop solution

strategies.

Define

\

[ Problem

J

Desired It
[ Outcome }— Pesiregesuiter

[ Stl’ategy J_,Howrfsgﬁtthe

[ Evaluation J—» e

- The fi | i - Wh
(Solutlon Seﬂ——» o aponed

The following page provides more detail on the GOOD steps
coaches/leaders should/must undertake for task fulfillment.

© Leigh Kibby2000/2007 Good Manager Guide070211
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Establishing in the context of
the "playing field", performance
needs and expectations

Guidelines

Reinforcing the Guidelines and
Principles

Listening and
Discussing

Organising

Joint Decisions
(as approprite)

Critical Points - Process

Critical Points - Issues

Overseeing

Critical Points -
Outcome Delivery

Roles and
Responsibilities

Duties

"Demarcating”

AN NN A

Territories

© Leigh Kibby2000/2007 Good Manager Guide070211
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Contingency
Planning

A Guide for Planning the
Management of RISK Events or
Outcomes

This flowchart provides a risk management strategy for contingency
planning.

© Leigh Kibby2000/2007 Good Manager Guide070211
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The Contingency Plan should address the following.

Plan Overview > Purpose of Plan

Internal Operations

Key Areas External Activities
Clients / Customers /
Consumers
Threats + Likely Problems

Susceptibility

|

Impact Scenarios
Contingency Plan - A

v

Contingency Plan - B

v

Protective Steps
To be put in Place

Susceptibility to Threat

Current Level of "Protection"
and Likely Outcomes

Reviewing different
contingenceis and varied
responses against impacts

1. Written
2. Tested - theoretical
and real life

Evaluation

"Cost / Value - Balanced"
Actions to Reduce Risk

o Yeon Yol o on N on N e
./ -—/ \_/ \ / ; :
4 l [
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Consulting Skills

Guides
to
Action Planning
and
Reviewing Action

The following pages consist of flowcharts detailing the GIST and ARE WE
APT Skills frameworks. These are:

GIST - Designing the action plan
ARE WE APT - Reviewing action outcomes and planning next steps
© Leigh Kibby2000/2007 Good Manager Guide070211
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Action Planning and Reviewing - the Overall Framework

Initial Phase

Initial use
Planning GIST

Model

\ 4

Behavioural
Indicators

I What is known about what
happened - consider FFF

v
( Reviewing ) use
9 ARE WE
and Future >
APT
X Plans ) Model

© Leigh Kibby2000/2007 Good Manager Guide070211
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The GIST Framework

l The specific outcome (SMART)
[ Goal (S) that is sought

What will effect
helping people move
to the goal

Y

Influencers

1. Needs / Drivers / Motivators
2. Vales / Ethics / Desires
3. Cultural Context

The overall theme of all

Strategies interactions

Specific behaviours re:
e Language, phrasing of
language, word selection
timing and nature of
discussions
e provision of material /
information

Tactics

© Leigh Kibby2000/2007 Good Manager Guide070211
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Fill in this table before you take any action.
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OOSES

Action
Step

Options

Qutcomes

Side Effects
/

Implications

© Leigh Kibby2000/2007

Good Manager Guide070211

KINEMATIC PTY LTD

INTERNET - http://www.kinematic.com.au




K

KINEMATIC FREE to all! But not for on-sell.

The Consulting process in overview

/ Initial Phase | First meeting and introductory

skills
l see Kinematic for Consulting Skills A and B
"Basic"
Consulting
Relationship
Action Reviewing and
v Evaluating
ARE Fundameintal Link
What happened and did it
suit the need / purpose?
WE » Wins Driven
\ by
then
v Interactions
Edges I

Action Planning and

APT Testing
'

1. Consequences and
Outcomes

2. Consistency and
Congruency with & v
values and beliefes

© Leigh Kibby2000/2007 Good Manager Guide070211
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The ARE WE APT Framework

J Looking at what
[ ARE happened

Successes and

4 "Edges"
( WE ]—» (i.e. areas for
change/
improvement)
h 4

Creating the next
steps

APT

© Leigh Kibby2000/2007 Good Manager Guide070211
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Consulting
and
Coaching
Tools

These pages contain tools that | have found useful when running projects
and/or advising clients.

© Leigh Kibby2000/2007 Good Manager Guide070211
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Project Planner

Project Name :

Project Theme Enter description here.

What will be achieved?

Provide measurable goals — quantifiable outcomes
List Four or five

Outcomes

Project Design

Overall timeframes Starting Date Finishing Date

Key Steps

The step/action What How Who When —
starting and
finishing
dates

Goals Set

Process
Reviewed

Dates Set

Action Steps
(list individually)

Evaluation

Report Delivery

© Leigh Kibby2000/2007 Good Manager Guide070211
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TRACE
Task Planner

Task

(describe)

Resources
Required Available

Action Action Action

Number o .
Description Timeframe

Conclusion
(what)

Evaluation
(how — results)

© Leigh Kibby2000/2007 Good Manager Guide070211
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Client Forms
(tick box when each section is complete)
Professional Info

Client’s Name: family name [ |

given name(s) | |

Clients Position/Title : [ ]

Organisation Name:

[]

Numbers: tel fax

mobile [ ] e-mail

Address:

Postcode:

] [ L]

Client’s Age: [ ] Date of Birth

SERVICES being sought :
1.
2.
3.

Client’s CONCERNS/FEARS:
1.
2.
3.

YOUR SOLUTIONS:
1.
2.
3.

THE BENEFITS YOU PROVIDE:
1.
2.
3.

© Leigh Kibby2000/2007 Good Manager Guide070211
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THE TIMEFRAMES YOU ARE MEETING:
1.
2.
3.

Client’s Personal Info

INTERESTS
1.
2.

3.
HOBBIES

]

]

OTHER e.g. sports / arts /
1.
2.

3.

Family Details: Married / with Partner (if so, insert partner’s name)
Children (if so, insert names)
1.
2.

3. []

[]

[]

OTHER RELEVANT FAMILY INFORMATION

Relationship / Rapport Building

Questions/Comments about work : write the answers below
1.
2.

3, []

Questions/Comments about interests : write the answers below
1.
2.

3, []

© Leigh Kibby2000/2007 Good Manager Guide070211
KINEMATIC PTY LTD INTERNET - http://www.kinematic.com.au




K

KINEMATIC FREE to all! But not for on-sell.

Questions/Comments about family : write the answers below
1.
2.

3. []

Other Information : write the answers below

Most recent holiday []

Most recent illness — who, current health

Most recent achievement — client, client’s family,
© Leigh Kibby2000/2007 Good Manager Guide070211
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Management
Basics - 1

DRAWING THE LINE

This is a flowchart showing the key steps for enacting leadership.

© Leigh Kibby2000/2007 Good Manager Guide070211
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Culture First

Step 1.Seek comment on the "people
position”™ within team leaders’' teams
Step 2. In meetings, highlight people
successes with examples from team
Step 3. In meetings, report on those
you see enacting a "capability/
characteristic” consistent with the
teams values

Performance - Step 1.

Step 1. Ensure KRAs and
performance ourtcomes for leaders
are complete

Step 2. Seek strategic plans from
leaders re: the future e.g. Strategic
Leadership model

Step 3. Ask for leaders' protocols
re: strategic review and oversight of
performance

Performance - Step 2.

Step 1. Follow - IE RIBS system for
leaders who are meeting
requirements.

Step 2. Ask for leaders to provide
their own STRETCH KRAs.

Step 3. Make clear directions about
Capabilities/Characteristics and the
requirement to model these.

Talk with staff about Capabilities
and Characteristics

"Walk the walk
and
Talk the Talk"

Talk with staff about their KRAS,
development plans then STRETCH
KRAS

© Leigh Kibby2000/2007

Pick a theme for the month that
leaders will focus on enacting
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The key aspects of Enlisting a team member to your cause is to
build the basis for an ongoing relationship and then establish an
initial level of Rapport.

It is usually best to follow each phase as they appear in the
following flowcharts i.e. build the relationship and then establish a
stronger sense of rapport. Also, build the relationship with
Acknowledgement followed by Recognition then Appreciation.

With regards to Acknowledgement, greeting and smiling should be
carried out as a matter of course.

With Recognition and Appreciation, these should be conducted
randomly and as appropriate. One model is to provide one “stroke”
per week in the first instance, followed by two and then - as
appropriate - ensuring a range of between five and 15 per month
depending on the level of closeness of roles.

© Leigh Kibby2000/2007 Good Manager Guide070211
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—> Greeting
—» Acknowledgement > Smiling

L—» Casual Encounters

( 1 Questions about

Task efforts

Rel a.ti O n S h i p Questions about

o Recog nition » Cultural activities -

B u i I d i n g Workplace

Questions about

k y —» Cultural activities -
Home
Technical
> -
Proficiency

Appreciation
— » Impact on Task

Level One

—» Impact on Culture

© Leigh Kibby2000/2007 Good Manager Guide070211
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R Seeking Commgnt | Task Issues
One-to-one scenario
—» Cultural Issues
— Seeklng Comment » Tactical Moves
Group scenario

Rapport
Building

Seeking Advice

' X » Task Issues
One-to-one scenario

» Cultural Issues
L )

Seeking Advice

—p Group scenario » Tactical Moves
—> Teaming
N AppreC|at|0n .| Leadership and
L evel TWO Strategic Moves
—» Impact on Culture
© Leigh Kibby2000/2007 Good Manager Guide070211
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The final chart provided here summarises the IT phase of
interdependence and teaming. This is the ultimate stage of group
development where leaders and the team establish a mutual
recognition of the place of each.

In moving through these phases it is essential to invite
participation, value input and share decisions appropriately. It still
remains that the leader will need to make the final decisions on
some issues balancing the input of all parties.

© Leigh Kibby2000/2007 Good Manager Guide070211
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Shared Decision

—> Making » Tactical Moves
Level One
»  Cultural Issues
Shared Decision
=P Making » Strategic Moves
Level Two
- N
Supporting
Interdependece Initiatives
and > Advocacy

Teaming Seeking support

for Initiatives

\, J
— Seeking Adv.lce » Strategic Moves
Group scenario

—» Task Oversight

) Sh ared Leadership and

Leadershi p "| Strategic Moves

—» Cultural Oversight
© Leigh Kibby2000/2007 Good Manager Guide070211
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Management
Basics -2

AS | CARE
hard cpr

These flowcharts describe a process of People Development
AND Leading, Facilitating and Implementing Change.

© Leigh Kibby2000/2007 Good Manager Guide070211
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The following pages consist of flowcharts detailing the AS | CARE
- HARD CPR model for leading, facilitating and implementing
change. These are:
AS | CARE- The key style or approach.
HARD CPR - The action steps for compliance.

Please note the critical point that these are underpinned by

Modelling as the essential ingredient. Leaders MUST enact what
they want.

The first flowchart provides the overall AS | CARE picture.

© Leigh Kibby2000/2007 Good Manager Guide070211
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[ Advise ]

!
(Solicit / Seek]

3

[ Invite J

¥
(Congratulatej

¥
(Acknowledge)
¥
( Reward )

3
( Educate J
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The following page provides more detail on AS | CARE which is
the way to lead and facilitate.

Define the Issue or Problem

Advise

State the new direction

Ask for input

( Solicit / Seek

1/ Invite participation in a
discussion or review of the &,
issue .....

AW

2/ Invite participation in a PR
discussion or review of the process Yy in

S 7' order ;

3/ Invite participation in the y """
process of change

C Invite

Privately congratulate compliance noting the benefits
for the organisation, team and individual

4
Congratulate

Publicly congratulate compliance noting the benefits
tfor the organisation, team and individual

Acknowledge

v

Causes for non-compliance

TTA ST 7

aallea

Reward Compliance noting the benefits
l 1/ Educate regarding the benefits of compliance;
and then
Educate 2/ Educate regarding the consequences of

non-compliance
(using this order for both)
a/ The effect on the organisation
b/ The effect on the team
c/ The effect on the individual's career

(adopt step one firstly and step two
to follow some time later)

)

© Leigh Kibby2000/2007 Good Manager Guide070211
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The following page provides the HARD CPR behaviours which
implement change and should be followed in order.

Honest Feedback

Advising

1 -before advising

2- before rewarding

i

TTTTTTT

Rewarding 3- before demanding

ey

Dem anding 4 - before coercing

i

Coercing 5 - before punishing

ey

Punishing

Removing

6 - before removing

7 - removing rather then
tolerating continued non-
compliance

A OO M MY M

© Leigh Kibby2000/2007 Good Manager Guide070211
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Marketing - 1

A Marketing Process Flowchart

© Leigh Kibby2000/2007 Good Manager Guide070211
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The following flowchart summarises the key indicators into
guestions and/or insights to consider.

Awareness

C O n t eX t Marketplace > Interest/Desire

v

Product / Service

(these must be met in order)

]

Capacity - to pay

1. Awareness

2.Desire - re: benefits

3. Interest re: features

NN

. Strategy . ‘ M
( Action >.MESSAGES'
Tactics . - '

r Adding Value
Benefits
k Overcoming Fear or Alleviating
Pain
é Recipient ‘
Messages
\ , ‘ Context |
1-Who
( Recipient )<:
l 2 - What - Features
\
( Context B 3 - Why - Benefits
) J
l 4 - How
Re(:lplent and Context From the recipient's framework
J
v
Periodic Testing of Messages
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Marketing -2

“Bad” Way to Obtaining “Buy-
Inﬂ

How to Get “Buy In” from Others — the “BAD” model.
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1. Personal -

1.1 use motivators/emotions that you hear -
("Winning Ways" methods re: Kinematic)

1.2 Being a "Winner or Star"

2. Professional - Learning and Development;
Career Development/Career Move; Challenge

3. Team - contribution to the team/business goals
4. Organisation- contribution to the Organisation

Benefits goals
(ASP)

1. Team / Organisation - Maintaining position in a
Securing changing/challenging world requirements
and 2. Team / Organisation - Maintaining standards
. 3. Personal / Professional - meeting goals, targets
Protecting or performance
NOTE : This sequence is less threatening

7 ~ Being Ensuring that a]l is well and in
accordance with acceptable
Invulnerable approaches

Avoiding

Discomfort
. 1. Point to risk area
\ - Y, Requcmg 2. Talk about consequences -
Risk or start with global then, if not
effective, move to the specific
Exposure and personal
( )
. i 1. Start with consequences
Be ProaCtlve and Ensurlng 2. Move to impact - start with
. lobal then, if not effective, move
CO nsi d er PAT Safety ’ to the specific and personal
(Practical Application

Techniques re: "Winning
ways") tO test

willingness to move

—P Restate the "obligations and duties"”

and to either enable Avoiding _ |
Pain or > Point out how downs@e consequences are
m OVG m e nt O r a breach of the obligations and duties
. Hurt
INCrease pressure
Poaint out next steps that will be taken
\. / > regarding the issue
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IE Principles for Interaction to get “Buy In”

Inwardly fulfilling - e ee e
* : This "order of
. . merit" to be
Intrinsic Aligned with value system ' followedin
_ ' designing the ,
4 reward
Rewards which help fulfil the Lt e ee =
individual's Vision E
i

Rewards which help achieve organisational and team
goals and "add value" that can be measured externally

Extrinsic

Only when the organisation can afford these types of
rewards

© Leigh Kibby2000/2007 Good Manager Guide070211
KINEMATIC PTY LTD INTERNET - http://www.kinematic.com.au




FREE to all! But not for on-sell.

Performance
Assurance

Guides to Reviewing TASK and Culture
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The Performance Assurance Task Model

. l Assess Currency and Accuracy of Material
A“gnment including KRAs and "Characteristi”
l Identified and systems used
Critical Points and
Ad Hoc
Pathways
None
N\ Systematic
Threats and
Vulnerabilities Ad Hoc
Determined
J None

Strategic Management\
Steps

v

Contingency Planning
Strategic Assessment
and Review

Identified and Effective

) Outcomes and Process Monitoring

- In place and Accurate

Plans - observed ‘

I

J

Processess - tested ‘

Process and Plans in Place

anlou e o N ok N ER

Periodic Testing of Process

Performance-Cost Linkages

Developmental Steps Improvement Plans

A A

Leadership Development
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Performance Assurance Culture Model

Logical links between Vision, Goals,
Belief Systems and Processes

Alignment

Identify key values

Ethics test for values

Key Values

Corporate Social Capital
test for values

Organisational Drivers test for
values

Stategies for enacting, Performance
measures, Coaching tools,
Consistency tests etc.

Analysis -
Key Behaviours

|

Performance Levels
Analysis

Overall Levels
1. Exceeding 2. Required 3. Less
than required 4. Pose arisk

Gaps bertween
1. Required outcomes and actual
outcomes
2. Reasonableness of outcomes

Methods for exceeding

Performance Levels

Review :
Successes, Issues, Problems,
Threats and Vulnerability

v

Likely problems - processes, staff
performance, management
strategies, equipment and systems

Susceptibility to problem

TN AN T T

a2 B N\ ) :
Strategic Management Actions to :
—P 1. Counter Problems
\_ Steps ) 2. Add value

v

~ ; N
Strateglc Assessment Random test of Vision, Processes,

and Review Beliefs, Review Points
. )

l
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Performance
Management
Tools

Design Guides

The “how to” design guides for writing Performance Goals — TASK -
and Behavioural Characteristics — CULTURE.
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Performance Goals (PGs) Design Guide

Position
Description
(PD)

Key
Functions/

Activities
as PGs

Write the
PG

A4

Finalise PGs with

subordinates and

superiors

© Leigh Kibby2000/2007

1. Using the PD, list
Key Functions/
Roles/Activities

2. Try to keep the list
to 5 (five) key/critical
functions/activities

1. Decide what "output"
best represents the Key
Functions/Activities

When a PG output involves a
variety of subordinate activities
in order to produce the output,
consider using proformas/
templates to list the
subordinate activities and
measure compliance with the
template as the PG

2. The Output becomes
the measure/metric for
the PG

= J

NOTE : Elements of
performance that require
a particular approach or

"style" e.g. quality, can
be captured through
Behavioural
Characteristtics -
BC(see Kinematic BC
Design Guide)

Descriptor

First

The

Measure -

"Balance" PGs to ensure the
outcomes you want e.g. One
PG for output, one PG for
quality measured through
client satisfaction (Kinematic
can assist).

The description of the Activity
or Function(use the list
developed from the PD - see
above)

1. The outcome you can “count
as the score.

SMART

Test

Ratings

> 2. Specific, Measurable,
Achievable, Realistic,
Timeframes

Provide a range of scores for
different outcomes i.e. achieving

For PG
Y

)
Weight

A 4

90% of an output target may be
a"1" and 75% may be a "5".

Prioritise the key Functions and PGs -
most important downards

l

PGs

Weight those PGs using the importance priority
(percentage or numerically) i.e. most important
can be 50% and others between 30% and 20 %

As a guide, PGs can be approx 20% plus
as a minimum
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Behavioural Characteristics (BC) Design Guide

1|,,'| OuprL]Jth>,Gmeasured _y| PGsare the "what" - the TASK to be done
t roug S, are and the how much
Behavioural one element of
. . . Behavioural Characteristics become

Ch aracteristics / performance; > the "performance conscience”

2. MethOd.Or governing how the what is achieved
Enacted Values approach is the other

element of

performance N Behavioural Characteristics enact values

to build the CULTURE

) Discuss values "Down up" and
1. List key values and

beliefs both professional Up dq_vvn . l.e.bU|IddtherfT; .Wlth
.\ /. and "team building, Executiive input and staff input

( ) p—]p pcOple empowering and
Universal"
2. List between 3 (three) A template can be used that links
and 5 (five) values Vision, values and Beliefs and

K ey Processes - e.g. Kinematic model
Values

Values are reflected by
the Vision/Mission and

\_ ) > Visions/Mission are
created by values - a
logical loop must be in
place

R 7 Value/ One or two words representing
Belief the Value/Belief e.g.
Write the First Teamwork and Co-operation
Behavioural
Ch aracter | Stl CS Write a phrase or sentence

describing the value e.g.
Teamwork and co-operation is
Value/ demonstrated by actions that

Belief enable the team and assist the
spread of team knowledge. This
becomes the "Behavioural
Characteristic"

Provide an example of a behaviour that
demonstrates the Behavioural Characteristic
e.g. during team meetings, team members are
required to state any new insight regarding
strategy or techniques.

NOTE : Give people a "for instance" i.e. an
occasion where you have seen the person, or
another team member, enact the Behavioural

Finalise BCs with
S u b O rd | n a.teS an d Characteristic. Be specific with dates, subject
. etc and restate specific words used by the
Su p eriors person in the example

A4

( )

Exampling
the Value/
Belief
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Organisational
Design

Organisational Design Process
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Phase One — Key Functionality by Customer/Client fulfillment

Identify
Customer/Client
Group and
Needs

Key
. d
Establish Core"
Product Service ,ireter

Mix J

Establish Key
Functions that
will fulfill
product mix

Design
Organisation so
that :

1. Key/Core
functions are "in-
house" ; and

2. Non-Key, non-
core functions are
provided externally

\SEE NEXT PAGE)

© Leigh Kibby2000/2007

List All
Functionality
Required

!
Separate
Functions by Key/Core and

Enalbers:

1. Those that facilitate initial
contact with Customer/Client;

2. Those that are "Face-to-Face"
and are "Customer/Client
Satisfaction" i.e. provide, or
facilitate, the service - fulfill the

Client ;

3. Those that Manage the staff
who fulfill the Customer/Client
satisfaction process;

4. Enablers - those functions
which enable Customer/Client
service requirement to be
fulfilled; and

5. Management - those who
oversee Key/Core function

delivery AND the enablers.

:

Key/Core Functions
are . 2,3 and 5 above
Enablers are : 1and 4

above
\_

Ineed - required by the Customer/

J

J

Examples of
Functions re :
numbers
appearing to the
left :

1. Advertising is
an example of
initial contact;

2. Salespeople
are an example
of Face-to-Face
and Customer/
Client
Satisfaction
facilitaters

3. Senior staff
and "Front
Office" Managers
are an example
of those who
manage the staff
that fulfill the
service
requirement

4. Infrastructure,
Building
maintenance and
backend
processing are
examples of
enablers

5. Site/Branch
Managers are
examples of
those who
oversee Key/
Core Function
delivery and
Enablers
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Phase Two — Org design by Key/Core and Enablers

Customer/Client

Service Needs
Enablers J
(Managers Who\

1. Low risk
services
oversee core QOutsource to outsourced
functions and EITHER eXte”(‘f”y
— an
enablers ) 1. External Provider 2. High risk

Functions

( Key / Core

rﬁ

2. Internal Provider

Service
Agreements
and Contract
Arrangements

outsourced
internally

TN

i.e. Site/Branch I
\_ Managers )

Critical
Relationship

Front Office
Managers

6Ifi|lment Staa

=
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Phase Three — Establishing Performance and Staff Selection
Criteria

Customer/Client 4 )
Service Needs 1. Entire Org

a. Financial - Profit,
Shares, Return on Investment

etc.
] ] b. Business Strategy
Organisation rding c. Risk- Sound, sustainable
Needs © performance
1. Entire Org d. Corporate/Group vision

2. Site/Bransh QCorporate/Group image )

According
to
2. Site/Branch
Performance _ _ _
Goals and a. Emanual - profit, returns to
entire org etc.
Targets b. Customer satisfaction
Q 1. Low risk
2. High risk
ldentify Types 3. Level of Performance Required re:
of Roles Key results or Key Performance Targets
4. Critical Path Analysis re: does the

! role monitor/manage key steps

Identify Types 1. Attitudes
of People 2. Skills
required 3. Experience
© Leigh Kibby2000/2007 Good Manager Guide070211
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Phase Four — Staffing Arrangements

Staff Devolved
Performance from Org 1. Total Goals -
manager
Goals and Needs 2. Sub goal - Staff
Targets above

Staff
Behaviours
I.e. Values to be
enacted

rite POsition
descriptions /
role statements
/ duty
statements

1. Base Conditions
2. Base Payment
3. Rewards and
Incentives

Identify Key
Drivers that will
produce Goals
and Behaviours

These can be
balance against
one another

Remuneration
and
Employment
structure

Phase Five — Selecting Key Staff
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Performance
Goals and
Targets

Assessing
Incumbent

Test Against
Critical Skills—, HR

. Analysis Records
Skill Level
Critical Skills
Needs Analysis ‘
Assessing if OK
ECIUivalent Test Against HR Retain
Critical Skills» R d >
Sta_ff Analysis ecoras If NOT
Skill Level Offer
Key Roles /
Positions
Identification
Assessing
Subordinate |restaganst | pg
Critical Skills»|
Staff Analysis Records
Skill Level

Internal
Selection
Process

Fill Position

© Leigh Kibby2000/2007
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Organisational
Development

Organisational Performance Enhancement
(OPE)
Development and Training
Guide
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The following chart provides a summary of the key organisational issues
identified to date along with the strategies and tactics for addressing these
and implementing the desired changes.

Specific OPE action steps appear in the OPE Action Plan Flowchart. This
flowchart is based on the IS / TO - starting where an organisation IS and
going TO where it wants to be - approach :

Issues -
Strategies -

framework;

Tactics -
Outcomes -

the specific A+ and OKs services;
determined by a review (this is where the approach

identified in the information collection phase;
determined from the analysis and developed in the OPE

completes a loop back to information gathering).

Organisational
Issues

Strategies

Tactics

Summarised

Organisational

Alignment Plus (A+) Conceptual

a/ Group Facilitation Sessions

Vision and Framework b/ Coaching Leadership in Team
. . Vision; Skills etc.
Direction Themes (Beliefs); ¢ / Promulgation of Vision by
Goals; and leaders
Processes - Action Steps
Staff involvement with A+ a/ Training Mentors and staff in
Staff
o . framework one-to-one delivery of A+
Participation and b/ Mentor Sessions with staff
Commitment ¢/ Structuring for staff input

Organisational
Culture

Initiation of new leadership style
and cultural practices with an
emphasis on modelling by
organisational leaders.

Organisational Kinematic
Services (OKSs) :
a/ Executive Leadership
Facilitation
b/ Workplace Facilitation
(aka employee assistance
program)
¢/ Group Facilitation
d/ Associated Services such as
“Key Note” talks etc

Training and
Development

Providing full training solutions
from “The Changing Role of
Supervisor” through to “The
Executive as Visionary Leader”.

Organisational Kinematic
Training (OKSs) :

a/ Mentor training

b/ Vertically Integrated
Coaching;

© Leigh Kibby2000/2007
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1. Skills needs Analysis
2. Skills Competency
Assessments
3. Attitudinal assesments

v

Qualitative Data
and Information

Individual Interview/Discussion

> Sessions
Issues
(Information
Collectio I’]) ) _| Group Observation/Facilitation
v Sessions

' Quantitative Data
and Information
./
[
Y
Action Plan and
. Strategy
St r ateg |es developed based
on analysis of the
research.
Y
1/ Interpersonal Skills Coaching
[ ] Executive 2/ Awareness Coaching
' Leadership .| 3/ Leadership Strategies and
oo o Tactics
Facilitation 4/ Individual Support Sessions
5/ Mentor Skills
./
Y
1/ Personal Support Sessions
< 7 2/ Upward Management
Workplace . Coaching
) _’ Facilitation | 3/ Team Membership Strategies
A and Tactics
' Tactics 4/ skills Coaching
./
(the Enhancement
Services)
1/ Demonstration of Group
J Facilitation
Group Facilitation 2/ Issues Identification and
/ Of)servation Clarification
3/ Team Membership
Development
4/ Group Cohesion
. —% Mentor Training and Coaching ‘
Associated
Services Awareness Sessions and
"Key Note" Talks
\/ .| Training Sessions and Skills
i Development
Outcomes and Review
re: Profitability and Ongoing
Improvement
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PAST

Problem Analysis and Solution
Technique

Strategies and tactics for “Putting Problems to the PAST”.
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The PAST Model

Problem Description

Problem Cause

1. Identification via "pain" / non-
performance

2. Problem Label

3. Problem Impact - Cost/Time

5 Ws - why, why, why, why, why

v

Separate : System, Equipment,
Human, Process, Strategy,
"Unpredictables"

Designand Test

4 )
Problem Solution Set(s)
. l y
4 )
Chosen Solution
. ‘ _J
4 )
Contingency Planning
. ‘ y
4 ™
Implementation
. l _J
4 )
Evaluation
. + _J
7~ )
Recommendations
. _J

Predict outcomes : Changes,
Improvements, Benefits, Collateral

Impact (Damage and Benefits)
E— Expected Outcomes - o o

Only for likely problems that are
likely to happen
Compare Expected - -
outcomes with reality <

© Leigh Kibby2000/2007
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Strateqgic
Performance
Tools
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The following pages consist of flowcharts detailing the TIME
TOOLS strategies and planning tools. These are:

TIME - an overall Tasks Management strategy
plan;
TASK - a Task Action plan;
CURIOUS - for prioritising time;
ASK — A selecting staff for duties; and
DARE - a delegation strategy and action plan.
© Leigh Kibby2000/2007 Good Manager Guide070211
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According to your
role/duties/
responsibilities

Prioritised - see ' Ongomg

CURIOUS ' balancing
and !

Tasks

ve - - -
+ D )
et !
"0 '
._1
o}
' 0O
=
''o
'S

Delegated as required
- see DARE

v

required by you
AW

required of others

~a

required resources

Input

What to do / when / how
- see TASK

Methods

What to measure re: success

Evaluation

How to measure outcomes

|
B
=
|

~ TS
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Define / Name

Outcomes
Required / Goals /
Dates

_|

QD

wn

)
e

firsttolast-1to 5

v

critical points

v

dates / times

Brief summary

Brief summary

Knowledge

|
[ ’2‘525;‘
|
[

T T N
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Curious

for prioritising

Critical - Urgent

Required - Important

Overdue or Outstanding

Usual

Standard / Everyday
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Attitude

Skills

Aptitude

| ]
[]
[ e
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Name

Goals / Outcomes

Evaluations / Measures

Define

the task Dates / Times
Critical Points
A 4 discuss A IR R .
Action s . time .
advise +dependent!
Steps N .. !
instruct

v

TN S

Release Let them go to it
l At critical points & at the end
Evaluation
Goal / Outcome achievement -
task / personal / organisational
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Relationships

The Aims and Trust Model
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The following pages consist of flowcharts detailing the AIMS and
TRUST Relationship Charts

AIMS - the themes for the Mentor/Protégeé relationship; and

TRUST - the approach and actions that build and foster the
relationship

The first flowchart provides the AIMS themes.
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— Self-Belief
— Attitude » Belief in Process

—» Belief in Protégé

Time

—> Investment

Relationship
(rather than

A I M S outcomes)

Common/
Accepatble Style

Common/
Accepatble Beliefs

— Mutuality >

Reciprocal
Feelings

Sharing Personal
Stories

How the Story is
"Listened to" by the
Mentor

A 4

— Story

How the Mentor
tells a story

© Leigh Kibby2000/2007 Good Manager Guide070211
KINEMATIC PTY LTD INTERNET - http://www.kinematic.com.au




K

KINEMATIC FREE to all! But not for on-sell.
These second and third flowcharts explain the TRUST concepts
and behaviours.

=)

[ Rapport J

( Unearthing J

[ Strategies ]

( Tactics ]
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Truth

Honesty

TRUTH IN
ACTION
Meeting
Commitments,
Obligations and
Fulfilling
Responsibilities

Rapport

Building
Relationship

Building Rapport

Unearthing

Issues

Feelings

Options

Strategies

Outcomes

Consequencies

ANANAA A

# Linked I
\ , Actions
N . Review Points
Tactics and Methods
Planning the Next
Steps
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Risk Management
1

Assets Risk Management

“Arisk introduction and explanation strategy”
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The following pages consist of flowcharts outlining the ARM
concepts.

[ Asset Identification ) » Current Assets - List

Asset Value Assessment

Critical Asset Critical Point Nexus
Id en t |f| C atl on (organisational and business analysis)

Asset Value
Rating or Dollar Value

Threats \ > Likely Causes of
Threats to Critical Assets only J Loss or Harm
7~ Susceptibility to Threat
Asset Vulnerability
of Critical Assets
\, Current Asset Risk Level
‘ (probability scenario)
a . Y
Risk Management
Strategies p—  Actions to Counter Threat
\ (Protectlvel Measures) y
( ) Balance between Value
Risk Assessment ———p and Susceptibility to
\_ y Threat based on RMS

]

Costs / Outcomes
Scenario

]

( Revised RMS

Balance between Value,
» Susceptibility to Threat
and costs of RMS

"Cost / Value - Balanced"
Actions to Reduce Risk

—
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Logistics

Critical Asset
Identification

Asset Value Assessment -
Strategic In-house Evaluation

Critical Point Nexus -
Specialist RMS Expertise

Asset Value -
Accounting Expertise

Threats
Threats to Critical Assets only

Mixture of Practical Experience
and Specialist RMS Expertise

Asset Vulnerability

of Critical Assets

(
{
(
(

Susceptibility to Threat -
Specialist RMS Expertise
re: SLAM, Fraud, Treasury and
Business

Current Asset Risk Level
(probability scenario) - In-House and
Specialist RMS Expertise

Actions to Counter Threat -
Specialist RMS Expertise

[ Risk Management
Strategies
\ (Protective Measures)
L 2
Risk Assessment
\_

TTAT/NT

!

Balance between Value and
Susceptibility to Threat based
on RMS - Specialist RMS
Expertise

Costs / Outcomes
Scenario

3

Balance between Value,
Susceptibility to Threat and
costs of RMS - Joint Solution

Revised RMS

(

:

"Cost / Value - Balanced" Actions to
Reduce Risk - Strategic In-house
Decision
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The final chart provided here su

FREE to all! But not for on-sell.

mmarises the audit process.

Asset Identification
Methods

(

Assess Currency and Accuracy

v

Assess Critical Asset
Identification

l

eview Asset Risk Level

re: Exposure (Threat vs

Vulnerability) and RMS

AN NT

|
:

Type of System
Systematic
System Selection
Criteria
Ad Hoc
None
Systematic
Ad Hoc
None

v

Review Threat
Assessment

v

Assess Asset
Vulnerability

v

Risk (Exposure)
Assessment

v

Review Cost of Loss /
Replacement

|

RMS

(
(
(
(
(
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Threat Identified

Threat Identification Methods

Threat Linkage ‘

Vulnerability / Threat Linkage ‘

Basis for Risk Assessment

Periodic Testing of Measures

Methods of Calculation

Measures - Threat - Vulnerability
Linkage

Cost -Risk Asessment Linkage

Periodic Testing of Measures
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Risk Management
2

Financial Services Risk
Management

A Financial Services risk introduction and explanation strategy —
the context in which Financial Services risk management exists.

The first two flowcharts provide the overall picture with each stage of a
systematic approach to evaluating assets, their worth, the potential for
problems based on exposure to threats and the risk management measures
in place and that are worth putting in place.
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Systems and Roles (SRﬂ q Current SRs - List
Identification )

SR Value Assessment

. L. . Critical Point Nexus and
Critical SR Identification Critical Pathway

(organisational and business analysis)

SR Significance / Value
Rating or Dollar Value

Likely Causes of Loss or Harm

7~ 1/ 10 (input / Output)
Threats 2/ Personnel
Threats to Critical SRs only 3/ Systems and processes
L 4/ Strategic leadership / Management
l 5/ Other
é " S tibility to Threat
Vulnerability usceplibiiity to Threa
of Critical SRs -
. Current SR Risk Level
* (probability scenario)

J

Risk Management
Strategies (RMS) —————————p Actions to Counter Threat
(Protective Measures)

Balance between Value
Risk Assessment ———p and Susceptibility to
Threat based on RMS

Costs / Outcomes
Scenario

l

Revised RMS

J

Balance between Value,
» Susceptibility to Threat
Yy and costs of RMS

"Cost / Value - Balanced"
Actions to Reduce Risk

N C N C N )
___/

\——/
v
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FREE to all! But not for on-sell.

Logistics and Structure

:

SR Value Assessment -
Strategic In-house Evaluation

A

Critical SR Identification

Critical Point Nexus and
Critical Pathway -
Specialist RMS Expertise

l

Asset Value -
Accounting Expertise

Threats
Threats to Critical SR only

Mixture of Practical Experience
and Specialist RMS Expertise

SR Vulnerability

of Critical Assets

Susceptibility to Threat -
Specialist RMS Expertise
re: SLAM, Outsourcing,
Expertise Pool, Environmental

Current SR Risk Level
(probability scenario) - In-House and
Specialist RMS Expertise

Actions to Counter Threat -
Specialist RMS Expertise

[ Risk Management
Strategies
\ (Protective Measures)
L 2
Risk Assessment
\_

TP RN

!

Balance between Value and
Susceptibility to Threat based
on RMS - Specialist RMS
Expertise

Costs / Outcomes
Scenario

3

Balance between Value,
Susceptibility to Threat and
costs of RMS - Joint Solution

Revised RMS

(

:

"Cost / Value - Balanced" Actions to
Reduce Risk - Strategic In-house
Decision
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The final chart provided here summarises the FSRM audit process
with key indicators into questions and/or insights to consider.

SR ldentification
Methods

Assess Currency and Accuracy

v

SR Critical Asset
Identification
Review Financial
ervices (SR) Risk Lev

re: Exposure (Threat vs
Vulnerability) and RMS

el

(
[
[S

NANT

Type of System
Systematic
<: System Selection
Criteria
Ad Hoc
None

Systematic

Ad Hoc

None

y

Review Threat
Assessment

v

(

eview COSt OT LOSS

Replacement
(or Continuance)

RMS
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Risk (Exposure)
L Assesrsment y

Threat Identified

Threat Identification Methods

Vulnerability / Threat Linkage ‘

Threat Linkage

Basis for Risk Assessment

Periodic Testing of Measures

Methods of Calculation

Measures - Threat - Vulnerability
Linkage

Cost -Risk Asessment Linkage

Periodic Testing of Measures
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Termination

The RIGHT
Exit Conversation Guide

This is a guide for how to conduct an exit/termination interview.
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State the following when in the termination discussion.

What the interview
is about

A summary of the Key themes

|SSUES leading to termination re:

achievement of KRAs

Missed unachievement / late

achievement

H |STO RY Cite examples, instances etc.

Unachieved Goals - re: total
[ GOAI—S unachievement / partial

l Explain that the person is
terminated - advise of immediate

EFERMlNATlON action re: leabing - advise of

outplacement support if
appropriate
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RIGHT Proformas

Roles / PD

The title of the position and a brief description of the role and
responsibilities

Skills | Competencies / “Attitudinals” required

Four Key An outline of the Requirements of the Role
Areas

KRAs not yet achieved
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Provide details as per the following
KRA When Outcome - distance from Comments
Reviewed achievement

(insert details of measure used)

Comments

Any important remarks you need to make

Termination Instructions

Steps to be taken by both parties
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Workplace
Context

A Guide to Understanding the
Workplace and its Key
Aspects/Elements
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The environment created/
l fostered by the:
[ CO nteXt 1. leadership; and

2. team

Policies, procedures, roles,
[ Structure J—» duties and responsibilities

clearly outlined

How people interrelate
A 4 1 leader to team; ;hrtc;‘lggh
2. leader to key iﬁteraction'
Interpersonal members; ne ’
. . 3. leader through key > >
R6|atI0nSh | pS members; professional
4. key members to -
team; and gnvwonment
5. team members to Interaction
one another

x . Processes and actions
( OﬂgOIﬂg J—> for reviewing and

renewing the above
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Key Activities

1. Leadership behaviours

2. Leadership statements
CO n text 3. Values enactment - Coaching
(IDEA), Mentoring (ERA) etc

4. Review, Recognition, Ritual
5. Workplace "culture" development

1. Clear Vision and Goals - overall
vision, plan, strategy, tactics etc
plus aligned policies and procedures
2. Roles duties clear to all

(especially hierarchy) - PDs etc
3. KRAs - written, clear and agreed
[ St ru Ctu re J_>4.Delegation strategies

5. Performance review

6. Career Planning (e.g. A+ model)
7. Project/Process management
8. External review .e.g. client
satisfaction

1. Coaching (e.g. IDEA model)
2. Mentoring (e.g. ERA model)

Interpersonal 3. Group renewal (e.g. CREST)

4. Interpersonal skills development

Rel at| ons h | p S 5. Professional learning/support

groups
6.Consulting skills

1. Executive Coaching (p&p)
2. Group facilitation in situ (e.g.
board)

. 3. Learning group facilitation
On g O N g 4. Group renewal and reflection (r&r)
5. Internal review and use of

questionnaires - e.qg. staff
satisfaction
6. Career and Personal planning
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This is the end of
The Good
Management

Guide(s)

Good Luck
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