


[image: 001]




Table of Contents

 


About This Book

Why is this topic important?

What can you achieve with this book?

How is this book organized?

About Pfeiffer

The Pfeiffer Annual Series

Call for Papers

Title Page

Copyright Page

Website Contents

Experiential Learning Activities

Editor’s Choice

Inventories, Questionnaires, and Surveys

PDF

Preface

What Are the Annuals?

Annual Loyalty

Acknowledgments

The Difference Between Training and Consulting

The Training Annual

The Consulting Annual

Summary

Introduction

 


Introduction -   to the Experiential Learning Activities Section

 


Experiential Learning Activities Categories

One Life, Many Roles - Enhancing Effectiveness

 


Suggested Reading

One Life, Many Roles

One Life, Many Roles: Chart A

One Life, Many Roles: Role Inquiry Matrix

One Life, Many Roles: Chart B

 


Our Unique Qualities - Strengthening Self-Concept

 


Our Unique Qualities Background Sheet

Our Unique Qualities: This Is Me

Our Unique Qualities: I Am Unique Because . . .

Our Unique Qualities: I Learned from You . . .

Our Unique Qualities Next Steps . . .

 


Imaginary Objects -   Creating Awareness of Nonverbal Communication

Speak Up - Building Confidence

Respect Is a Bridge - Using Effective Communication

 


Respect Is a Bridge

 


The Caterer - Understanding the Negotiation Process

 


Resources

The Caterer: Negotiation Process Theory

The Caterer: Case Description

The Caterer: Observation Sheet

The Caterer: Negotiation Process Checklist

 


Ore Wars - Deciding on Tactics

 


Ore Wars Background Information

Ore Wars Monthly Price Offers

Ore Wars Planet Profit Record

 


Meeting of the Minds - Creating Interaction and Appreciating Diversity

 


Reference

 


Brown Paper Bag - Shaking It Up

I Wanna Be ... - Getting Past Awkward Introductions

Leadership - Discovering the Dangers of False Perceptions and Self-Deception

 


Leadership Mini-Assessment

Leadership Perception and Self-Deception Primer

Leadership Mini-Assessment Debriefing Guide

 


Leader Style Effects - Communicating Chaos in a Box

 


Leader Style Effects: Leadership Style Descriptions

 


Managing Talent - Using EI to Retain Talent

 


Resources

Managing Talent Background Information

Managing Talent: The Bar On EQ-i® Components

Managing Talent Case Study

Managing Talent Assessment

Managing Talent Self-Examination

 


Pitching Change - Learning How to Manage It

 


Pitching Change Worksheet

 


Introduction to the Editor’s Choice Section

Case Studies Activity Frame

 


Instruction Sheet

 


Burrs in the Saddle - A Way to Create Workshop Dialogue

 


References

 


Five (Minus Four) Easy Pieces

Introduction - to the Inventories, Questionnaires, and Surveys Section

Behavioral Styles Inventory (BSI) - Sushama Khanna

 


Description of the Inventory

Administration of the Inventory

Reliability and Norms

Using the Instrument for Development

Behavioral Styles Inventory (BSI)

Behavioral Style Inventory Scoring Sheet

Behavioral Styles Discussion

 


Building Community in the Corporate Arena - Lindsey M. Hill

 


Description of the Instrument

Administration of the Instrument

Scoring the Instrument

Processing the Data

Reliability and Validity of the Instrument

Building Community Survey

Scoring and Interpretation

 


Daily Leadership “Best Practices” Assessment

 


Prior to Taking the Assessment

Using the Assessment

Administration of the Assessment

Scoring the Assessment

Reliability and Validity

Daily Leadership “Best Practices” Instrument

Daily Leadership “Best Practices” Scoring Worksheet

Change and Self-Development Action Plan

 


Leadership Style Appropriateness Instrument (LSAI)

 


Description of the Instrument

Scoring and Interpretation

Using the Instrument

Leadership Style Appropriateness Instrument (LSAI)

LSAI Scoring Sheet

LSAI Interpretation Sheet

 


Introduction - to the Articles and Discussion Resources Section

Body Language - Creating Congruence When Presenting

 


What Is Body Language?

What the Body Says Even When the Presenter Is Not Speaking

The Leadership Position

Congruence Avoids Mixed Messages

Conclusion

 


Ensuring Training Effectiveness - Priming the Participants

 


How to Prime Participants

How to Prime the Participant-Facilitator Interaction

Conclusion

 


Using Trust to Achieve Workplace Success

 


What Is Trust?

Building Effective Relationships in the Workplace

Trust-Building Strategies for Leaders

Approaches to Trust Building

Trust-Building Strategies for Employees

Rebuilding Lost Trust

 


Analysis in the Age of Distance Learning

 


The Problem

The Solution

Conclusion

 


Systems Thinking “Best Practices” Research on the DNA of Successful Organizations

 


General Systems Theory

Looking at the Whole Versus Parts

Concepts and Research: Four DNA Strands

Conclusion

 


Just-Right Challenges - The Secret to Effective Training

 


Getting in the Flow

Just-Right Challenge Techniques

Conclusion

 


Informal Learning and the Case to Formally Design It

 


Types of Informal Learning

How Informal Learning Is Changing the Corporate Environment

The Pros and Cons of Informal Learning

Consideration of Informal Learning in Training Design and Delivery

Conclusion

 


The Situational Training Methods Model - Selecting Appropriate Training Styles

 


Selecting a Style

Examples of Application of the Model

Conclusion

 


Evaluating the Effectiveness of Sexual-Harassment-Prevention Training - A Case Study

 


Evaluation Criteria

Levels of Evaluation

Case Study

Organizational Outcomes

Conclusion

 


Beyond ROI To Boldly Go Where No Training Evaluation Has Gone Before

 


Moving Stakeholders Beyond ROI

Fostering a Learning Culture to Move Beyond ROI

Moving Beyond ROI and Toward Strategy

Moving Toward Strategy the Balanced-Scorecard Way

Conclusion

 


Contributors

Contents of the Companion Volume,  The 2010 Pfeiffer Annual: Consulting

Pfeiffer Publications Guide




About This Book




Why is this topic important? 

Continuing education and development lie at the very heart of any successful organization. Time and time again, studies show that the best organizations, those that deliver better-than-average return on investment, also happen to be the ones with the highest commitment to training and development. Moreover, training has become a powerful ally in the war for talent. Job seekers frequently cite a strong commitment to development as one of the principal reasons for joining or remaining with an organization.




What can you achieve with this book? 

In your hands is a working toolkit, a valuable source of knowledge for the training professional. Offering entirely new content each year, the Pfeiffer Training Annual showcases the latest thinking and cutting-edge approaches to training and development, contributed by practicing training professionals, consultants, academics, and subject-matter experts. Turn to the Annual for a rich source of ideas and to try out new methods and approaches that others in your profession have found successful.




How is this book organized? 

The book is divided into four sections: Experiential Learning Activities (ELAs); Editor’s Choice; Inventories, Questionnaires, and Surveys; and Articles and Discussion Resources. All the material can be freely reproduced for training purposes. The ELAs are the mainstay of the Annual and cover a broad range of training topics. The activities are presented as complete and ready-to-use training designs; facilitator instructions and all necessary handouts and participant materials are included. Editor’s Choice pieces allow us to select material that doesn’t fit the other categories and take advantage of “hot topics.” The instrument section introduces reliable survey and assessment tools for gathering and sharing data on aspects of personal or team development. The articles section presents the best current thinking about training and organization development. Use these for your own professional development or as lecture resources.




About Pfeiffer

Pfeiffer serves the professional development and hands-on resource needs of training and human resource practitioners and gives them products to do their jobs better. We deliver proven ideas and solutions from experts in HR development and HR management, and we offer effective and customizable tools to improve workplace performance. From novice to seasoned professional, Pfeiffer is the source you can trust to make yourself and your organization more successful.
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Essential Knowledge Pfeiffer produces insightful, practical, and comprehensive materials on topics that matter the most to training and HR professionals. Our Essential Knowledge resources translate the expertise of seasoned professionals into practical, how-to guidance on critical workplace issues and problems. These resources are supported by case studies, worksheets, and job aids and are frequently supplemented with CD-ROMs, websites, and other means of making the content easier to read, understand, and use.
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Essential Tools Pfeiffer’s Essential Tools resources save time and expense by offering proven, ready-to-use materials—including exercises, activities, games, instruments, and assessments—for use during a training or team-learning event. These resources are frequently offered in looseleaf or CD-ROM format to facilitate copying and customization of the material.

Pfeiffer also recognizes the remarkable power of new technologies in expanding the reach and effectiveness of training. While e-hype has often created whizbang solutions in search of a problem, we are dedicated to bringing convenience and enhancements to proven training solutions. All our e-tools comply with rigorous functionality standards. The most appropriate technology wrapped around essential content yields the perfect solution for today’s on-the-go trainers and human resource professionals.
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Essential resources for training and HR professionals






The Pfeiffer Annual Series

The Pfeiffer Annuals present each year never-before-published materials contributed by learning professionals and academics and written for trainers, consultants, and human resource and performance-improvement practitioners. As a forum for the sharing of ideas, theories, models, instruments, experiential learning activities, and best and innovative practices, the Annuals  are unique. Not least because only in the Pfeiffer Annuals will you find solutions from professionals like you who work in the field as trainers, consultants, facilitators, educators, and human resource and performance-improvement practitioners and whose contributions have been tried and perfected in real-life settings with actual participants and clients to meet real-world needs.

The Pfeiffer Annual: Consulting  
Edited by Elaine Biech

 

The Pfeiffer Annual: Leadership Development  
Edited by David L. Dotlich, Peter C. Cairo, Stephen H. 
Rhinesmith, and Ron Meeks

 

The Pfeiffer Annual: Training  
Edited by Elaine Biech

 

Michael Allen’s e-Learning Annual  
Edited by Michael Allen






Call for Papers

How would you like to be published in the Pfeiffer Training or Consulting Annual? Possible topics for submissions include group and team building, organization development, leadership, problem solving, presentation and communication skills, consulting and facilitation, and training-the-trainer. Contributions may be in one of the following three formats:• Experiential Learning Activities
• Inventories, Questionnaires, and Surveys
• Articles and Discussion Resources



To receive a copy of the submission packet, which explains the requirements and will help you determine format, language, and style to use, contact editor Elaine Biech at Pfeifferannual@aol.com or by calling 757-588-3939.
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Preface

If everyone in all organizations communicated perfectly, I’d be out of a job. As a consultant, much of the work I conduct addresses communication—the lack of communication, miscommunication, or poor communication. And all of the work I do is dependent on good communication for success. The 2010 Pfeiffer Training and Consulting Annuals focus on communication.

“Why communication?” you might ask. It seems so, well, commonplace. Yes, communication is ordinary and something we routinely do every day. We’ve all been communicating ever since we were born, so you would think, with all that practice, we would get it right! The truth of the matter is that communication is hard work. Communication encompasses many elements. It includes basic word choice and tone of voice. Communication also includes more complex elements such as the infinite differences in the use and meaning of words to each individual and the perceived assumptions that filter a message to create a completely different meaning.

So in this simple yet complex action we call communication, is there something that we can change or address that assures improved communication? Is there one thing that we can identify that will truly make a difference? As I read through the submissions, I found a thread running through them that formed the fabric of trust. Trust and communication seem to work hand in glove to improve employee relations, enhance leadership skills, implement change more easily, and build personal relationships.

The submissions offer many ideas for both building trust and improving communication. Here are a few ideas I gleaned from the submissions.

Clearly articulate expectations. Setting expectations that identify not only what but also why is critical. Understanding the bigger picture and the rationale for the task takes the guesswork out of the job. Putting the “why” behind the “what” builds trust.

Provide complete information. Enable others by ensuring that they have all the information required to make good decisions. Communicate more than information. Include your thoughts and ideas, your half-baked ideas, and your feelings. Anyone on the receiving end will better understand the complete picture. Keep  everyone in the loop. Share what you know, when you know it. Sharing knowledge builds trust.

Confront concerns and problems early. Sweeping difficulties under the rug means that they will pile up and you will eventually stumble over them. Avoiding difficult people or situations creates even more difficulties later. Addressing challenging issues builds trust.

Be genuine. Honesty, candor, openness—all define the kind of communicator who fosters a healthy environment. Letting people in on who you are, always telling the truth, being forthright with comments, and avoiding deception sets you apart as authentic. Honesty builds trust.

Follow through. Do what you say you are going to do. And if you can’t, tell others quickly. Dependability builds trust.

Listen. Listen until it hurts. Demonstrate that you can deal with the truth. Whether the message is good, bad, or indifferent, listen and behave appropriately. Display behavior that says it’s okay to tell all. I’ve always thought that every organization should have an official listener on staff. Listening builds trust.

Model what you say and say what you mean. People will rely on you if they know that your message is congruent with who you are and what you represent. Being yourself builds trust.

Excellent communication involves more than selecting the right words and sharing information. It is also about building trust. Ralph Waldo Emerson wrote, “What you are shouts so loudly, I can’t hear a word you’re saying.” What are you? What are you shouting? Can people hear what you are saying? Are your words congruent with your actions? Are you building trust to ensure that others hear you? The 2010 Pfeiffer Annuals are sure to help you in your job and your personal life to ensure that what you are aligns with what you say—building trust and improving communication at the same time.

Although every submission is in some way related to communication, we have selected several that stand out above the rest. The Training Annual presents eleven communication submissions and the Consulting Annual provides you with twelve communication submissions. Both Annuals continue to present our other popular topics: team building, leadership, problem solving and so forth. The communication theme is an added bonus to concentrate some of our great contributors’ talents in one year.

The 2010 Training Annual includes a wonderful array of tools to help you with communication. You will, of course, want to check out the ELA by Deborah Laurel for building trust. The ELA by Noam Ebnor from Israel is a takeoff on the “prisoner’s dilemma” style negotiation and is sure to help your teams understand some of the elements of trust when working with other groups. Building trust for better communication often relies on understanding the differences and finding similarities  between individuals. Two ELA authors address this topic: Cher Holton and Karen Reed. Both are fun as well as functional. You’ll also want to check out the excellent array of communication-focused articles. Start out with Bob Lucas’ “Using Trust to Achieve Workplace Success.”

The 2010 Consulting Annual also includes communication tools. Start with the building trust ELA by David Piltz. Repeat contributor Devora Zack presents a practical activity to demonstrate how well-formed questions redirect attention from problems to outcomes. I must admit, I have already used Travis Russ’ activity for unstructured coaching conversations. It achieved its objectives and then some. New article contributors Mona Lee Pearl, Phil VanHorn, and Jody Shields provide us with valuable advice when communicating instrument results.

Page through the table of contents in each volume. I think you will be pleasantly surprised about the wide variety of practical contributions for 2010. You will be delighted with the exciting new ELAs, articles, and inventories you’ll be able to use without asking permission.




What Are the Annuals? 

The Annual series consists of practical materials written for trainers, consultants, and performance-improvement technologists. We know the materials are practical, because they are written by the same practitioners that use the materials.

The Pfeiffer Annual: Training focuses on skill building and knowledge enhancement and also includes articles that enhance the skills and professional development of workplace learning and performance (WLP) professionals, aka, trainers. The Pfeiffer Annual: Consulting focuses on intervention techniques and organizational systems. It also includes skill building for the professional consultant. You can read more about the differences between the two volumes in the section that follows this preface, “The Difference Between Training and Consulting: Which Annual to Use.”

The Annuals have been an inspirational source for experiential learning activities, resource for instruments, and reference for cutting-edge for thirty-eight years. Whether you are a trainer, a consultant, a facilitator, or a bit of each, you will find tools and resources that provide you with the basics and challenge (and we hope inspire) you to use new techniques and models.




Annual Loyalty 

The Pfeiffer Annual series has many loyal subscribers. There are several reasons for this loyalty. In addition to the wide variety of topics and implementation levels, the  Annuals provide materials that are applicable to varying circumstances. You will find instruments for individuals, teams, and organizations; experiential learning  activities to round out workshops, team building, or consulting assignments; ideas and contemporary solutions for managing human capital; and articles that increase your own knowledge base, to use as reference materials in your writing, or as a source of ideas for your training or consulting assignments.

Many of our readers have been loyal customers for a dozen or more years. If you are one of them, we thank you. And we encourage each of you to give back to the profession by submitting a sample of your work to share with your colleagues.

The Annuals owe most of their success, though, to the fact that they are immediately ready to use. All of the materials may be duplicated for educational and training purposes. If you need to adapt or modify the materials to tailor them for your audience’s needs, go right ahead. We only request that the credit statement found on the copyright page (and on each reproducible page) be retained on all copies. Our liberal copyright policy makes it easy and fast for you to use the materials to do your job. However, if you intend to reproduce the materials in publications for sale or if you wish to reproduce more than one hundred copies of any one item, please contact us for prior written permission.

If you are a new Annual user, welcome! If you like what you see in the 2010 edition, you may want to consider subscribing to a standing order. By doing so, you are guaranteed to receive your copy each year straight off the press and receive a discount off the cover price. And if you want to go back and have the entire series for your use, then the Pfeiffer Library—which contains content from the very first edition to the present day—is available on CD-ROM. You can find information on the Pfeiffer Library at  www.pfeiffer.com.

I often refer to many of my Annuals from the 1980s. They include several classic activities that have become a mainstay in my team-building designs. But most of all, the Annuals have been a valuable resource for nearly forty years because the materials come from professionals like you who work in the field as trainers, consultants, facilitators, educators, and performance-improvement technologists, whose contributions have been tried and perfected in real-life settings with actual participants and clients to meet real-world needs.

We encourage you to submit materials to be considered for publication. We are interested in receiving experiential learning activities; inventories, questionnaires, and surveys; and articles and discussion resources. Contact the Pfeiffer Editorial Department at the address listed on the copyright page for copies of our guidelines for contributors or contact me directly at Box 8249, Norfolk, VA 23503, or by email at pfeifferannual@aol.com. We welcome your comments, ideas, and contributions.
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The Difference Between Training and Consulting

Which Annual to Use?

Two volumes of the Pfeiffer Annuals—training and consulting—are resources for two different but closely related professions. Each Annual serves as a collection of tools and support materials used by the professionals in their respective arenas. The volumes include activities, articles, and instruments used by individuals in the training and consulting fields. The training volume is written with the trainer in mind, and the consulting volume is written with the consultant in mind.

How can you differentiate between the two volumes? Let’s begin by defining each profession.

A trainer can be defined as anyone who is responsible for designing and delivering knowledge to adult learners and may include an internal HRD professional employed by an organization or an external practitioner who contracts with an organization to design and conduct training programs. Generally, the trainer is a subject-matter expert who is expected to transfer knowledge so that the trainee can know or do something new. A consultant is someone who provides unique assistance or advice (based on what the consultant knows or has experienced) to someone else, usually known as “the client.” The consultant may not necessarily be a subject-matter expert in all situations. Often the consultant is an expert at using specific tools to extract, coordinate, resolve, organize, expedite, or implement an organizational situation.

The lines between the consulting and training professions have blurred in the past few years. First, the names and titles have blurred. For example, some external trainers call themselves “training consultants” as a way of distinguishing themselves from internal trainers. Some organizations now have internal consultants who  usually reside in the training department. Second, the roles have blurred. While a consultant has always been expected to deliver measurable results, now trainers are expected to do so as well. Both are expected to improve performance; both are expected to contribute to the bottom line. Facilitation was at one time thought to be a consultant skill; today trainers are expected to use facilitation skills to train. Training one-on-one was a trainer skill; today consultants train executives one-on-one and call it “coaching.” The introduction of the “performance technologist,” whose role is one of combined trainer and consultant, is a perfect example of a new profession that has evolved due to the need for trainers to use more “consulting” techniques in their work. The “performance consultant” is a new role supported by the American Society for Training and Development (ASTD). ASTD has shifted its focus from training to performance improvement.

As you can see, the roles and goals of training and consulting are not nearly as specific as they once may have been. However, when you step back and examine the two professions from a big-picture perspective, you can more easily differentiate between the two. Maintaining a big-picture focus will also help you determine which  Pfeiffer Annual to turn to as your first resource.

Both volumes cover the same general topics: communication, teamwork, problem solving, and leadership. However, depending on your requirement and purpose—a training or consulting need—you will use each in different situations. You will select the Annual based on how you will interact with the topic, not on what the topic might be.  Let’s take a topic such as teamwork, for example. If you are searching for a lecturette that teaches the advantages of teamwork, a workshop activity that demonstrates the skill of making decisions in a team, or a handout that discusses team stages, look to the Training Annual. On the other hand, if you are conducting a team-building session for a dysfunctional team, helping to form a new team, or trying to understand the dynamics of an executive team, you will look to the Consulting Annual.




The Training Annual 

The materials in the Training volume focus on skill building and knowledge enhancement as well as on the professional development of trainers. They generally focus on controlled events: a training program, a conference presentation, a classroom setting. Look to the Training Annual to find ways to improve a training session for 10 to 1,000 people and anything else that falls in the human resource development category:• Specific experiential learning activities that can be built into a training program;
• Techniques to improve training: debriefing exercises, conducting role plays, managing time; • Topical lecturettes;
• Ideas to improve a boring training program;
• Icebreakers and energizers for a training session;
• Surveys that can be used in a classroom;
• Ideas for moving an organization from training to performance; and
• Ways to improve your skills as a trainer.








The Consulting Annual 

The materials in the Consulting volume focus on intervention techniques and organizational systems as well as the professional development of consultants. They generally focus on “tools” that you can have available just in case: concepts about organizations and their development (or demise) and about more global situations. Look to the Consulting Annual to find ways to improve consulting activities from team building and executive coaching to organization development and strategic planning:• Skills for working with executives;
• Techniques for solving problems, effecting change, and gathering data;
• Team-building tools, techniques, and tactics;
• Facilitation ideas and methods;
• Processes to examine for improving an organization’s effectiveness;
• Surveys that can be used organizationally; and
• Ways to improve your effectiveness as a consultant.






Summary 

Even though the professions and the work are closely related and at times interchangeable, there is a difference. Use the following table to help you determine which Annual you should scan first for help. Remember, however, there is some blending of the two and either Annual may have your answer. It depends . . .

 

	Element 	Training 	Consulting 
	Topics	Teams, Communication,	Teams, Communication,
	Problem Solving		Problem Solving
	Topic Focus	Individual, Department	Corporate, Global
	Purpose	Skill Building, Knowledge	Coaching, Strategic Planning,
	Transfer Individuals,	Building Teams Usually More
	Recipient Recipient	Departments Individuals, Departments	Organizational Usually More Organizational
	Organizational Level	All Workforce Members	Usually Closer to the Top
	Delivery Profile	Workshops, Presentations	Intervention, Implementation
	Atmosphere	Structured	Unstructured
	Time Frame	Defined	Undefined
	Organizational Cost	Moderate	High
	Change Effort	Low to Moderate	Moderate to High
	Setting	Usually a Classroom	Anywhere
	Professional Experience	Entry Level, Novice	Proficient, Master Level
	Risk Level	Low	High
	Professional Needs	Activities, Resources	Tools, Theory
	Application	Individual Skills	Usually Organizational System


When you get right down to it, we are all trainers and consultants. The skills may cross over. A great trainer is also a skilled consultant. And a great consultant is also a skilled trainer. The topics may be the same, but how you implement them may be vastly different. Which Annual to use? Remember to think about your purpose in terms of the big picture: consulting or training.

As you can see, we have both covered.




Introduction

to The 2010 Pfeiffer Annual: Training

The 2010 Pfeiffer Annual: Training is a collection of practical and useful materials for professionals in the broad area described as human resource development (HRD). The materials are written by and for professionals, including trainers, organization-development and organization-effectiveness consultants, performance-improvement technologists, facilitators, educators, instructional designers, and others.

Each Annual has three main sections: Experiential Learning Activities; Inventories, Questionnaires, and Surveys; and Articles and Discussion Resources. A fourth section, Editor’s Choice, has been reserved for those unique contributions that do not fit neatly into one of the three main sections, but are valuable as identified by the editorial staff. Each published submission is classified in one of the following categories: Individual Development, Communication, Problem Solving, Groups, Teams, Consulting, Facilitating, Leadership, and Organizations. Within each category, pieces are further classified into logical subcategories, which are identified in the introductions to the three sections.

The Training Annual and the Consulting Annual for 2010 have a slightly different focus from past years. Both focus on communication, a topic that is always high on every organization’s list of things to improve, and a topic that learning and consulting professionals address regularly.

The series continues to provide an opportunity for HRD professionals who wish to share their experiences, their viewpoints, and their processes with their colleagues. To that end, Pfeiffer publishes guidelines for potential authors. These guidelines are available from the Pfeiffer Editorial Department at Jossey-Bass, Inc., in San Francisco, California.

Materials are selected for the Annuals based on the quality of the ideas, applicability to real-world concerns, relevance to current HRD issues, clarity of presentation, and ability to enhance our readers’ professional development. In addition, we choose experiential learning activities that will create a high degree of enthusiasm among the participants and add enjoyment to the learning process. As in the past several years, the contents of each Annual span a wide range of subject matter, reflecting the range of interests of our readers.

Our contributor list includes a wide selection of experts in the field: in-house practitioners, consultants, and academically based professionals. A list of contributors to the Annual can be found at the end of the volume, including their names, affiliations, addresses, telephone numbers, facsimile numbers, and email addresses. Readers will find this list useful if they wish to locate the authors of specific pieces for feedback, comments, or questions. Further information on each contributor is presented in a brief biographical sketch that appears at the conclusion of each article. We publish this information to encourage “networking,” which continues to be a valuable mainstay in the field of human resource development.

We are pleased with the high quality of material that is submitted for publication each year and often regret that we have page limitations. In addition, just as we cannot publish every manuscript we receive, you may find that not all published works are equally useful to you. Therefore, we encourage and invite ideas, materials, and suggestions that will help us to make subsequent Annuals as useful as possible to all of our readers.




Introduction

  to the Experiential Learning Activities Section

Experiential learning activities ensure that lasting learning occurs. They should be selected with a specific learning objective in mind. These objectives are based on the participants’ needs and the facilitator’s skills. Although the experiential learning activities presented here all vary in goals, group size, time required, and process, they all incorporate one important element: questions that ensure learning has occurred. This discussion, led by the facilitator, assists participants to process the activity, to internalize the learning, and to relate it to their day-to-day situations. It is this element that creates the unique learning experience and learning opportunity that only an experiential learning activity can bring to the group process.

Readers have used the Annuals’ experiential learning activities for years to enhance their training and consulting events. Each learning experience is complete and includes all lecturettes, handout content, and other written material necessary to facilitate the activity. In addition, many include variations of the design that the facilitator might find useful. If the activity does not fit perfectly with your objective, within your time frame, or to your group size, we encourage you to adapt the activity by adding your own variations. You will find additional experiential learning activities listed in the “Experiential Learning Activities Categories” chart that immediately follows this introduction.

The 2010 Pfeiffer Annual: Training includes fourteen activities, in the following categories:

Individual Development: Sensory Awareness

1One Life, Many Roles: Enhancing Effectiveness, by Amitabh Jha


Individual Development: Self-Disclosure

1Our Unique Qualities: Strengthening Self-Concept, by Rekha Bharadwaj


Communication: Awareness

2Imaginary Objects: Creating Awareness of Nonverbal Communication, by Robert Alan Black

2Speak Up: Building Confidence, by TeAundra R. McCullough


Communication: Building Trust

2Respect Is a Bridge: Using Effective Communication, by Deborah Spring Laurel


Problem Solving: Consensus/Synergy

The Caterer: Understanding the Negotiation Process, by Parth Sarathi


Groups: Competition/Collaboration

2Ore Wars: Deciding on Tactics, by Noam Ebner


Teams: Roles

2Meeting of the Minds: Creating Interaction and Appreciating Diversity, by Cher Holton


Consulting, Training, and Facilitating: Facilitating: Opening

Brown Paper Bag: Shaking It Up, by Gerald A. Goik

I Wanna Be . . . : Getting Past Awkward Introductions, by Karen M. Reed


Leadership: Styles and Skills

Leadership: Discovering the Dangers of False Perceptions and Self-Deception, by Dennis E. Gilbert

Leader Style Effects: Communicating Chaos in a Box, by Leah Omilion


Organizations: Vision, Mission, Values, Strategy

Managing Talent: Using EI to Retain Talent, by Charlotte S. Waisman and Linda M. Bedinger


Organizations: Change Management

Pitching Change: Learning How to Manage It, by Carol E. Willett


To further assist you in selecting appropriate ELAs, we provide the following grid that summarizes category, time required, group size, and risk factor for each ELA.
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Experiential Learning Activities Categories
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One Life, Many Roles

Enhancing Effectiveness

Activity Summary

An intensely interactive and insightful activity that helps participants to discuss, distinguish, and diagnose various roles they play in their personal and professional lives for enhanced sensitivity and effectiveness.


Goals • To provide a process for participants to share and consider different roles they play in their lives.
• To identify and differentiate roles in which they are effective and those in which they are not.
• To prepare an action plan for improving role effectiveness.



Group Size

15 to 25.

Time Required

Approximately 3 hours, depending on group size.

Materials • Copies of the One Life, Many Roles handout for all participants.
• One copy of One Life, Many Roles: Chart A for each participant.
• One copy of One Life, Many Roles: Role Inquiry Matrix for each participant. 
• One copy of One Life, Many Roles: Chart B for each participant.
• Note pad and pen for each participant.
• Flip chart and felt-tipped markers.
• Masking tape.



Physical Setting

U-shaped table arrangement. Alternatively, participants may sit on the floor in a circle. Wall space is required for posting flip-chart sheets. There should be sufficient space so that participants can form small groups for discussion without disturbing one another.

Facilitating Risk Rating

Moderate to High.

Process

1. Open by handing out notepads and pens to all participants, along with the One Life, Many Roles handout. Give participants time to read the handout before proceeding. Then say:“I am sure all of you will agree that we cannot live in a role-less society. The way we play (or don’t play) a certain role speaks a lot about us as people. Let us explore the beauty, complexity, multiplicity, and polarity of our own roles. On your notepad, list different roles that you currently play in your personal and professional lives. Remember that roles may emanate on the basis of gender, religion, age, class, marital status, family, community, nationality, profession, organization, social groups, etc. Don’t be limited in your approach.”


(5 to 10 minutes.)


2. Allow everyone enough time and space to think and write.(10 minutes.)


3. When everyone appears to be finished, invite participants to look carefully at what they have written. Ask them to make sure they have not missed any roles they play. Give them a couple of minutes to capture additional roles.
4. Ask participants about how they felt while doing this activity. Record their feelings on the flip chart. Process by further probing with these questions: • How did you feel as you listed your roles?
• Why do you think you felt this way?
• Did you miss some of your roles at first?
• Why do you think that was?Record participants’ responses briefly on the flip chart.




5. Now ask participants to rate all of their roles on a 3-point scale in terms of their satisfaction from each roles. Tell them to mark L for low, M for medium, and H for high satisfaction with each of their roles. Give them time to complete the task.(5 minutes.)


6. Once participants have rated all their roles, facilitate the discussion with the help of the following questions:• Let’s explore why you may have marked some roles as low. What could be some possible reasons?
• To what extent are we responsible for the low level of satisfaction or happiness we feel in a certain role?
• What impact does it have on others when our roles give us low, medium, or high satisfaction?
• Why do some of your roles give you high satisfaction?(10 minutes.)




7. Encourage participants to reflect and share their feelings and opinions. Avoid being judgmental. Listen to conflicting views and record them briefly on the flip chart, without offering any kind of “solution” at this stage.(15 minutes.)


8. Say: “Remember that the roles you play can be seen as forming pairs. In other words, if your role is a father, there has to be a child. For your role as a boss, there has to be a subordinate. Form a pair with the person sitting next to you and discuss how you think others see you in your various roles on the same scale from low to high.” (5 minutes.)
9. Share the brief conceptual background of role:“Dr. Udai Pareek, an eminent researcher on role said that role is ’the position one occupies in a social system defined by the functions one performs in response to the expectations of the significant members of a social system and one’s own expectations from that position or office.’ It’s important to understand that, while position is a relational and power related concept, role is an obligational concept. According to Pareek, a role is defined by the expectations of the role senders and the role occupant, stated or unstated. In other words, a personnel manager may be appointed by an organization, but his or her role is defined by the expectations (stated or unstated) that different people have from a personnel manager, and the expectations that he or she, in turn, has from the role.”



10. After presenting this concept, invite participants to define each of the roles they have listed on their notepads in terms of expectations of self and of concerned stakeholders. For example, with regard to one’s role as a father, what are the expectations of one’s child, other family members, society, and oneself of a father? Suggest that participants capture as many behavioral descriptors as possible for each of their roles. Remind participants to also list functions the role occupant should NOT perform.(10 minutes.)


11. Divide the group into subgroups of 4 or 5 participants. Ask the subgroups to discuss what they have learned about role so far and what they have written on their notepads. Move among the small groups and encourage participants to be open to comments, feedback, and suggestion of others members in revisiting/revising various role definitions. Watch as groups interact. Based on your observation, make indirect interventions when required. This stage will generally lead to some major breakthrough with minimal facilitation. Some common roles such as boss, subordinate, colleague, parent, child, spouse, friend, etc., are defined differently by different participants (based on their involvement, interest, energy, past experience, expectation, etc.).(15 minutes.)


12. While participants remain in small groups, facilitate discussion by inviting them to look at their ratings [L, M, H] and the richness (or the narrowness) of their role definitions. Generally, the roles that are ranked low have lesser perceived expectations from stakeholders and much lesser  expectations from the person in that role. Use the data generated in Step 6 to process further.(20 minutes.)


13. Reconvene the large group. Give each participant a copy of One Life, Many Roles: Chart A. This will give your participants one more opportunity to look at their different roles in terms of the basic emotion/feelings it generates inside them, that is, how they experience a certain role. It presents an authentic window to understand our roles in a simple manner. Once the participants have captured various roles on this chart, tell them to think about why they love/hate/like/dislike/avoid a certain role. Have them think about the following for each of the roles:• How the role impacts them and how it might be impacting another person.
• Whether they would like to maintain the status quo or make changes.(15 minutes.)




14. Distribute copies of the One Life, Many Roles: Role Inquiry Matrix. Use the flip chart to explain the importance of interest and involvement. Tell them that the Role Inquiry Matrix enables them to direct their energy and attention toward any role that does not fall into the desired square.
15. Ask participants to put the various roles (that they captured in their note pad at the beginning of the session) into the four squares of the model. Ask participants to consider:• If you are spending lot of time in a certain role, is it at the cost of some another role? If you are spending lot of time in a certain role, is it out of choice or compulsion?
• What is at the root of your giving less time for certain roles?
• If you need to understand your interest (low or high) for a certain role, what’s at the core of your interest: attitude, knowledge, skill, past experience, present challenges?
• When each square in the model is filled in honestly, it tells you something about yourself. What is your model telling you?
• There are a couple of ways to increase your effectiveness for a role, either by increasing the time spent in it (involvement) or by heightening  the interest or by doing both. Should you do either of these and how will you accomplish it?(15 minutes.)




16. Note that while discussing the Role Inquiry Matrix, the following concerns may arise:• Both means and end are sensible, reasonable, and legitimate for functional roles.
• Addressing dysfunctional roles is more challenging.
• People can move in and move out of the functional roles easily, unlike dysfunctional roles, where they often get trapped.
• There is a hint of dishonesty (emotional, professional, physical, etc.) in dysfunctional roles. The awareness may be at a person’s conscious or subconscious stage.
• From the perspective of the Johari window, many dysfunctional roles are characterized by the façade: I know, you don’t know.(10 minutes.)




17. Distribute copies of One Life, Many Roles Chart B, an action plan. Suggest they look at their roles from the perspective of pleasure and pain and prepare a strategy to improve effectiveness. Suggest that they write the strategies in the form of behaviors they would like to start doing and/or stop doing for different roles.(15 minutes.)


18. Ask participants to sit in small groups (4 or 5 participants per group).Have them discuss key learning and insights. After about 10 minutes, ask each group to share a key learning with the large group.

(20 minutes.)


19. Wrap up with a couple of summary questions:• What was satisfying about this process?
• What was scary?
• How many of you learned something about yourself?
• What will you do differently as a result of this activity?(15 minutes.)




20. Conclude by saying:“Roles play an important influence on our personality and require thought about stated and unstated behavioral expectations. The opportunity to play diverse roles helps us to develop a broader, deeper, richer, and wiser perspective on our lives. To improve your role effectiveness, be aware of expectations of the external world and listen to your own internal convictions and expectations.

 

“The great Jewish mystic Hillel has said, ‘If you are not for yourself, who is going to be for you?’ And also, ‘If you are only for yourself, then what meaning can your life ever have?’”



Variation

Use this as a stand-alone session or as one of the modules in any management development program for which either role effectiveness or work/life balance is one of the central themes.




Suggested Reading 

Pareek, U. (1976). Inter-role exploration. In J.W. Pfeiffer & J.E. Jones (Eds.), The 1976 annual handbook for group facilitators. San Francisco, CA: Pfeiffer.

Osho. (2001). Intimacy: Trusting oneself and the other. New York: St. Martin’s Griffin.

 

 

 

Submitted by Amitabh Jha.

 

Amitabh Jha is a process trainer, facilitator, certified auditor, and HR professional with BHEL, a large engineering enterprise in India. An accredited entrepreneurial/achievement motivation trainer, he holds a master’s degree in LSW from Patna University and a degree in business management [PGCBM] from XLRI Jamshedpur (India). Amitabh has over a decade’s experience on various HR/HRD/OB-related assignments and has conducted many successful training programs and interventions. He is PDP member of the Indian Society of Applied Behavioral Science.




One Life, Many Roles 

Dr. Humphrey Osmond, a renowned psychiatrist, once said, “Roles are marvelous human inventions that enable people to get on with one another.” We cannot live without roles. But we cannot allow ourselves to be oppressed by them either. Our role is absolutely unique. It can never be reproduced or recreated.

In fact, long before any behavioral scientist, psychologist, and psychiatrist talked about role, Shakespeare had put it so beautifully in his play, As You Like It:“All the world is a stage, 
And all the men and women merely players. 
They have their exits and entrances; 
Each man in his time plays many parts.”




Indeed, in this drama of life, we play many roles. Roles we love and roles we hate. Roles we look forward to play and roles we avoid. Roles that sap our energy and roles that zap us with energy. Roles we play casually and roles we play quite carefully. In fact, we play multiple roles at the same time, unlike any actor. Yes, the beauty and the reality of life’s drama is that our roles are REAL and LIVE, every single moment. Each shapes or shakes our life, depending on our sensitivity, understanding, and, of course, our performance! Today, we are going to invest our time talking, probing, questioning, and planning for different roles we play in our personal and professional lives. The more open and authentic each of you is in your interaction, the more insightful and gainful this learning experience is going to be for you.




One Life, Many Roles: Chart A 

Instructions: Write the roles you experience in the boxes on the chart below.

[image: 014]

Chart A

If desired, you may also fill in more boxes with some of these headings:• Roles I avoid
• Roles I am bad at
• Roles I am good at
• Roles that give me sense of pride
• Roles about which I am clueless (don’t know what to do)
• Roles that come unexpectedly/accidentally
• Roles . . .
• Roles . . .






One Life, Many Roles: Role Inquiry Matrix 

Instructions: Two basic dimensions are required for any role: Interest and Involvement.  Interest may stem from a combination of knowledge, skill, attitude, past experiences, or current challenges. Involvement essentially means the time one spends in the specified role. This gives us a matrix on which we can place different roles we play. Fill out the matrix below in relation to all the roles you listed on Chart A.

[image: 015]




One Life, Many Roles: Chart B 

Instructions: In the chart below, fill in your roles in the proper places (bringing pleasure or pain) and then decide what strategies you could use to enrich the roles or to lessen the pain of playing them.

Roles and Strategies

 

Those that give pleasure

[image: 016]

Those that give pain
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End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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10.

Cooperation. The extent to which the person is eager to listen to the others’
viewpoints.

Management_ Caterer/Tent Supplier__

Respect and Regard for Others. The extent to which the person expresses
respect and regard for the other person

Management_ Caterer/Tent Supplier_

Group Atmosphere. The extent to which the person has contributed in
building up a conducive climate for negotiations.

Management_ Caterer/Tent Supplier_

Feelings. The extent to which the person expres
way.

s feelings in an effective

Management_ Caterer/Tent Supplier_

Win-Win. The extent to which the person is striving to seek a win-win
solution

Management_ Caterer/Tent Supplier_
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A critical need for improvement for survival! Overhaul your
leadership practices immediately!
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Discuss with 3370066 36910083 +97%  p<000l
Manager

Discuss with Attorney 17910045 200+ 0,050 +18%  p<00l
Ignore Harasser 2501 0058 22110057 g% p<oool
Discuss with HR 30740059 36540057 +190%  p<0001
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Self-disclosure.

Working with others to
develop or accomplish goals.
Encouraging creativity

and sk taking.

Others view you as human
and can understand and
communicate better with
you. They also self-disclose
more freely themselves.
Camaraderi, or feelings
of team develop.

Increased efficiency and
productivity, and more
creativity-stimulated
effectiveness.
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Appropriate

Leadership
Leadership Team Style
Regulating  Nurturing | Competency Motivation Teamwork
High Low Low Low Low Directive
High High Low Low High Supportive
Low High Low
High Low Low
Low High High High Low Consultative
High Low High
Low High High
Low Low High High High Authorizing
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Approach Demonstrated Through Potential Outcomes
Defensive Failure to share information. Two-way communication
isstifled.
Lack of interaction with Others avoid contact
others with you.
Reluctance to solicit help Others may doubt your
when needed. competence or ability.
Judging performance Animosity, lowered
itically or unfairly. productivity and self-esteem for
others, and lowered
respect for you.
Strictly "business only” or Perception that you are
facts only (by-the-book uncaring or insensitive.
approach).
Being condescending to Lowered cooperation and
others. lack of respect for you.
Actual or perceived Resentment, animosity,
manipulation of others. or a desire to “get even.”
Supportive Giving regular feedback and Raised self-esteem

Collaborative

credit for accomplishments.
Warm and friendly attitude.

Honest, open communication.

Applauding initiative
and creativity.

Treating employees as equals.

Being available, but not
forcing assistance on others.

Sharing information fully.

Providing opportunities
to participate.

Distributing authority
freely and equitably.
Reciprocating cooperation or
simply saying “thank you."

for others.
Positive interactions

with others.

Mutual trust and sharing.

Future repeated positive

behavior.

Increased respect and

cooperation.

Appreciation, respect, and

feelings of having a safety.

net" if needed.

Ongoing, open exchange of infor-
mation.

Increased self-esteem,
productivity, and trust.

Raised perceptions of being part of
the team and important.

Ongoing, increased interaction.
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Perspectives

Satistying customer
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sales and revenues

Innovative and
prove processes

lead 0 new services
and products for the
customer

Skilled and empovered
employees that contine.
0 improve and develop
internl processes

Continwl leaning and
rowth i the source for
nnovation and creativiy:
contributes o srategy






OEBPS/biec_9780470615447_oeb_019_r1.jpg
GG ERCCCERE

VY VYV YV

Vv v vV evive
VeevYevvvY

Y vvieveeey O
CGEEECOOEE
Pirvivivrv





OEBPS/biec_9780470615447_oeb_044_r1.gif
High Anxiety
“Fow"
&
&
S
Relaxation/Apathy
Low

Low Skills High





OEBPS/biec_9780470615447_oeb_002_tab.gif
Importance of the Skill How Well | Use It

1. Consistency in dealing with others

12345 12345
2. Abliy to confiront ssues assertively

12345 12345
3. Ability to see things as they are, rather than as we wish or fear them to be

12345 12345
4. Abilty to build relationships

12345 12345
5. Abilty to build and maintain networks

12345 12345
6. Abilty to adjust to accommodate to the needs of others

12345 12345
7. Abilty to attract and retain talent

12345 12345
8. Dedication to developing others

12345 12345
9. Ability to put others at ease

12345 12345
10. Abilty to suspend judgment

12345 12345
1. Listening without nterruption

12345 12345
12. Ability to read others

12345 12345
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Element Training Consulting

Topics Teams, Communication, Teams, Communication,

Problem Solving Problem Solving

Topic Focus Individual, Department Corporate, Global

Purpose SkillBuilding, Knowledge Caaching, Strategic Planning,
Transfer Building Teams

Recipient Individuals Departments Usually More Organizational

Organizational Level All Workforee Members Usually Closer to the Top

Delivery Profile Workshops, Pesentations Intervention, Implementation

Atmosphere Structured Unstructured

Time Frame Defined Undefined

Organizational Cost Moderate High

Change Effort Low to Moderate Moderate to High

Setting Usualy a Classroom Anywhere

Professional Experience Entry Level, Novice Proficient, Master Level

Risk Level Low High

Professional Needs Activities, Resources Tools Theory

Application Individual Sklls Usually Organizational System
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TYPE OF LEARNING OBJECTIVE

PERFORM A SKILL

KNOWLEDGE OR UNDERSTANDING

TRAINER STYLE

INSTRUCTOR DIRECTED

LEARNER DIRECTED.

DEMONSTRATION
Style 1

LTl earmers L

2. Show learners N

. Supervise guided

LEARNING EXPERIENCE
Style 3

Learning experience

interpret reactions

Learners generalize concepts
from the experience

Learners apply concepts
o new experiences

LECTURE/TEST
Style2
L Tell earners L
2. Learners el you what they 2
Know (st
5 Learners complete 3

exerdsefcase study 0
apply new information

CASE STUDY
Style

or experience

ers share and
epret reactions

Learners gencralize
concepts from the
experience

Learners apply concepts
o new experiences

Tow
ASSESSMENT OF LEARNER'S EXPERIENCE,

HIGH
EDUCATION, MOTIVATION
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Leadership:
Styles and Skills

Organizations:
Vision, Mission,
Values, Strategy

Organizations:
Change Management

Leader Style 107
Effects

Communicating

Chaos in a Box

Managing Talent: 113
Using El to Retain

Talent

Pitching Change: 127
Learning How to
Manage It

60070
utes

3o 4 hours

Approximately
60 minutes

Four groups Moderate
of 5016

81030 Moderate
managers

from the same

organization

Uptosoin  low
management

positions
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