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The Essentials of Leadership and Management
Session 7 - Constructive Conversations
Managers in the faculty of Science, Technology and Arts





· You ensure your people understand what is expected of them
· You manage tools and resources effectively to help your people meet expectations 
· You ensure your people have the right level of autonomy 
· You ensure your people feel treated with dignity and respect
· You ensure your people feel listened to and supported
· You help your people develop their career
· You ensure your people have adequate access to you when they need you and you respond appropriately 
· You manage unacceptable performance and behaviour in a fair and equitable manner
· You take responsibility to resolve problems within your remit
· You are prepared to make and implement difficult or unpopular decisions



Notes 




Celeste's 10 Rules
· Listen
· Don’t multi-task
· Don’t pontificate
· Use open-ended questions
· Go with the flow
· If you don’t know, say you don’t know
· Don’t equate your experience with theirs
· Try not to repeat yourself
· Stay out of the weeds
· Be brief

Appreciative Inquiry - Further Questions 
· What’s working here? How might we get more of that?
· What helped us accomplish this?
· What can we learn from this?
· What is it that keeps us energized and engaged?
· What possibilities exist that we haven’t yet considered?
· What’s the smallest change that could have the biggest positive impact?
· How could you further build on this….?
· What other opportunities has this created?
· What are the possibilities in relation to….that you might not have seen before?
· What might be the signs that things related to…are moving in the right direction?
· What options can you create here?
· What's really important about this experience?
· What do you value most about it?
· What was the best bit about…?
· What was really important about your experience of…?
· What made it possible?
· What did you value most about…?
· Without being overly modest what did you do well?
· What did you find that you were able to build on?
· What would make it even better?
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Body Language
· Crossed arms and legs signal resistance to your ideas
· Real smiles crinkle the eyes
· Copying your body language is a good thing
· Posture tells the story
· Eyes that lie
· Raised eyebrows signal discomfort
· Exaggerated nodding signals anxiety about approval
· A clenched jaw signals stress

Difficult Conversations
· Show empathy
· Be clear on what you want to get out of the conversation - and keep on track
· Remain objective
· Keep your emotions in check
· Remain professional throughout  - think about the code of behaviour 
· Be assertive
· Think about the language you use e.g. focus on how you feel 
· Practice! - practise what you want to say before it takes place
· Listen
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	Development Plan

	Goals (linked to Core Expectations)
	Planned action
	Success measures 
(how will I and others know?)

	













	
	


















	Learning Record

	What happened
	What I learned
	Evidence of Success
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