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Chapter

How would your subordinates rate your personal leadership skills?
lowest 1....................3....................5....................7....................10 highest

1

How would your boss rate your personal leadership skills?
lowest 1....................3....................5....................7....................10 highest
What aspects of your leadership would you like to improve?

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

What systems are in place to prevent burnout in top-producing employees?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Give an example of how you have stood up for a member of your team who is
in an uncertain situation with upper management.
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Do you have systems in place for regular feedback during a project so you can
clarify expectations in a timely fashion? YES ____ SORT OF ____ NAH ____
Does management welcome feedback from people who are feeling
overburdened? YES ____ KIND OF ____ NO WAY ____
Does it allow for reassignment or reprioritization of tasks?
FOR SURE ____

SOMETIMES ____

Does this system work?

YUP ____

NEVER ____

SOMEWHAT ____

NOT AT ALL ____

You get the behavior that you reward.
p.
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Who are two people in your immediate
environment in danger of burnout?
_____________________________________________
_____________________________________________

What could you do to help the situation?
(EXAMPLES: reapportion workload,
approach a team leader on their behalf,
treat them to a cup of great coffee?)

_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________

How does your office currently handle
employee appreciation?

Nurture, Nourish,
See What Blooms

THIS WEEK:

Write a sincere
thank-you note to the
employee or coworker
you would currently
most like to designate
as “useless.” See what
good points you can
come up with, and
note how this affects
your current feelings.
What happens?

_______________________________________________
_______________________________________________
_______________________________________________

Is it effective?

YES ______

NO ______

What other methods does your business use to support employees and
encourage loyalty?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

What are three inexpensive offerings that would be suitable as
appreciation gifts in your office culture? (Really cool pens? A free
month in the coffee club? Local movie tickets? Lunch? A half-day off?
Chocolate? A gift certificate?)

p.
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_____________________________________________________________________________
_____________________________________________________________________________

Who in your office always seems to know the
details of others and can be counted on to
know the right rewards for their group?
(Talk to them!)
___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________

If it were entirely up to you, what measurable
actions in your office would merit reward, and
how would this be tracked?

___________________________________________________
___________________________________________________
___________________________________________________
___________________________________________________

People need reassurance, especially in tough
times. How can you reassure people at work?

___________________________________________________
___________________________________________________
___________________________________________________

What can you do to reward people in your
non-work life (family, friends, service
providers) and show your sincere appreciation?

TAKE IT ON!

Think outside
the box. Design
an employee
productivity
tracking and
reward system. It
must be possible to
implement, but is
not required to be
practical.
HINTS:

Meaningful employee
rewards programs meet
these criteria:
l Rewards specific actions
or behaviors you want to
reinforce. l Rewards
have meaning for the
recipients. l Rewards
boost collaboration, not
competition, and don’t
come at the expense of
others.

___________________________________________________
___________________________________________________
___________________________________________________

Get the
gears working

IDEA: ______________________________________________________________________________________

___________________________________________________________________________________________
___________________________________________________________________________________________

p.
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2

Don’t Reward Bad Behavior

What is the worst example of rewarding bad behavior you’ve seen
lately?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

How should the situation have been resolved to correct the behavior
instead of reinforcing it?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Clear, published guidelines for correcting behavior can take some of
the stress out of fixing problems. What guidelines would you like to
see in your office that aren’t in place?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Behavior that’s
rewarded gets repeated.
p.
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Without giving feedback about poor performance, it’s totally
unreasonable to expect that it will stop. Silence condones
(and therefore reinforces) the behavior you don’t want.

Frequently, bad behavior simply gets
ignored. Do you ever ignore bad
behavior? Why?
______ Fear of confrontation.
______ Desire to be liked.
______ Fear of escalation and hostility.
______ Hope that the behavior will 			
magically stop.
Don’t confuse correcting with criticizing.
How would you define the two words?
How do they differ?

Nurture, Nourish,
See What Blooms

THIS WEEK:

Give an employee
(or someone else in
your life) calm, clear,
honest feedback about
one distinct area
or example of poor
performance. Suggest
a specific way to
improve or a specific
desired outcome.

CORRECTING = __________________________

What happens?
Does it improve?

CRITICIZING = ___________________________

HINTS:

________________________________________
________________________________________

________________________________________
________________________________________

Give an example of correcting unwanted
behavior without criticizing.
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________

l Make your

expectations clear.
l Remember to reward
positive behavior.

Get the
gears working

IDEA: ______________________________________________________________________________________

___________________________________________________________________________________________
___________________________________________________________________________________________
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Be Consistent

For a dog, there is no “sometimes.”
“Sometimes” behavior weakens your leadership.

Clear policies and procedures help encourage and enforce
consistency, relative to both expectations and consequences.
In what areas would you like to see additional codified
procedures for your office?

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

What would you identify as the single biggest barrier to
consistency in your work environment?

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
____________________________________________________________________

What recommendations can you make to your upper
management to improve consistency in:
l rewarding good behavior?
l correcting bad behavior?
l making expectations clear?

_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
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_____________________________________________________________________

Are you consistent regarding the actions
you tolerate from employees and in the
ways you reward them?
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________

How can you change your “sometimes”
behavior to “always” behavior?

TAKE IT ON!
l Demonstrate that actions
have consequences.
l Communicate policy

changes clearly.
l If an action was okay
yesterday, it should be
okay today.

________________________________________
_____________________________________________________________________
________________________________________
_____________________________________________________________________
________________________________________
_____________________________________________________________________
________________________________________
_____________________________________________________________________
________________________________________
_____________________________________________________________________
________________________________________
____________________________________________________________________
________________________________________
_____________________________________________________________________
________________________________________
_____________________________________________________________________
________________________________________
_____________________________________________________________________
________________________________________
_____________________________________________________________________
________________________________________
_____________________________________________________________________
________________________________________
_____________________________________________________________________

Get the
gears working

IDEA: ______________________________________________________________________________________

___________________________________________________________________________________________
Consider three people in your immediate work
___________________________________________________________________________________________

p.

8
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Communicate to Connect

Consider three people in your immediate work environment.
How are each of them different in the way you need to approach
them to exchange information?
NAME: __________________________________________________________
Best approach:

_____________________________________________________________________
_____________________________________________________________________

NAME: __________________________________________________________
Best approach:

_____________________________________________________________________
_____________________________________________________________________

NAME: __________________________________________________________
Best approach:

_____________________________________________________________________
_____________________________________________________________________

What is your favorite method of communicating?
o Email o Phone o Text o Report
Your least favorite?
o Email o Phone

p.
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o Text

o Report

Responsibility for conveying the message
and making sure it is received
always rests with the communicator.

Communicate according
to the way others learn
and understand.
TIPS:
l Know your audience.
l Hone your listening skills.
l Ask questions.
l Help find the point.
l Dont interrupt.
l Take notes but ask permission.
l Be aware of the ways you
communicate nonverbally
with your face, body, and voice.

Nurture, Nourish,
See What Blooms

TRY THIS:

“Lead” your bosses
by supporting them,
offering reassurance,
providing information,
keeping them involved,
and telling others what
a great boss you have.
What happens?

What do your communication preferences tell you
about your communication style? What aspects need work?
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
____________________________________________________________________

What are three body language cues that signal you’ve lost the interest
of your audience?
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

p.
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5

Place the Right People
In the Right Jobs

How did you get to your leadership position?
Think of one event in your life or at work that made
you a better leader.
(If you ever have a moment of doubt about your
leadership ability, just think back to that one
event and recall your exceptional response.)
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________

It’s said that crisis reveals character.
How do you respond in a crisis?
What qualities do you display?
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________

What are some co-workers’ special skills you rely on?

____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
____________________________________________________________________
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Response to
a crisis can
come from
natural
ability,
training, or
previous
experience.

Put a letter in the box.
What characteristics do you think you display at work? (W)
What characteristics do your friends think you display? (F)
Which characteristics does your boss think you display? (B)
Which characteristics would you like to display? (L)
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___

Personable
Friendly
Sweet
Technically solid
Calm
Good researcher
Thorough
Attentive
Conscientious
Considerate
Cooperative
Patient
Lively
Brilliant
Active
Adventurous
Affable
Amiable
Capable

___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___

Ambitious
Ethical
Faithful
Happy
Polite
Impartial
Determined
Respectful
Logical
Loquacious
Excited
Concerned
Obliging
Careful
Charismatic
Meticulous
Cheerful
Computer-oriented
Encouraging

___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___
___

Energetic
Enthusiastic
Handy
Harmonious
Imaginative
Confident
Candid
Logical
Easygoing		
Eloquent
Clever
Hopeful
Exacting
Mature
Joyful
Competent
Mission-oriented
Articulate
Passionate

Which of these are most important to your work?

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

What kind of training might strengthen these most-needed qualities?

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

p.
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Provide The Right Tools

What is your office policy on getting employees the tools they feel
they need to do their best at their jobs?

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

What three things could you change in your office to set your
employees up for consistent success?

1. _________________________________________________________________________
2. _________________________________________________________________________
3. _________________________________________________________________________

What tools help you do your own job better?

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

How frequently do ask your staff
(or spouse, or children) what tools
they need to be productive?

________________________________________
________________________________________
________________________________________

p.
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Nurture, Nourish,
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TRY THIS:

Ask your staff, spouse,
or kid(s), “What’s one
tool you need to be
more productive?”
Can you provide it?
What happens?

Does your organization have a full set of
procedures for customer service?
What do you think is missing?
________________________________________
________________________________________
________________________________________
________________________________________
________________________________________

Does everyone in your organization who
works with customers have access to those
manuals, and receive training with them?
If not, how could you change that?
________________________________________

SETTING PEOPLE UP
FOR SUCCESS:
l Make sure employees

have the right tools
and information to
excel.
l Know when to call for
help—and who the
right person to call is.
l Sometimes a simple
tool is the solution.
l To figure out what
your people need, ask.

________________________________________
________________________________________
________________________________________

Is clear to employees where to go with
questions or problems?
If not, how could you change that?

________________________________________
____________________________________________________________________________
________________________________________
____________________________________________________________________________
________________________________________
____________________________________________________________________________
________________________________________
____________________________________________________________________________

Get the
gears working

IDEA: ______________________________________________________________________________________

___________________________________________________________________________________________
___________________________________________________________________________________________
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Do The Right Thing
With The Right Spirit
Humor the boss sometimes.
He or she may actually be right.

What business tasks could benefit most from a little more enthusiasm for the
task? From you, from others?

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

How supportive are you of others’ ideas?
o VERY o MOSTLY o RARELY o WHAT IDEAS?
Why or why not?

_____________________________________________________________________________________
_____________________________________________________________________________________

What do you think prevents your people from doing the right thing with the
right spirit? How can you encourage enthusiasm?

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

How many generations are represented in your workplace? __________________
Do you have a system for adapting your communication to properly address
other perspectives?

_____________________________________________________________________________________
_____________________________________________________________________________________

p.
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Leaders make a practice of challenging stereotypes.

Focus while in the workplace. l Give people your full consideration when you talk with them. l Listen
completely to what people say. l Avoid distractions. l Give people the attention that dogs give us.

What makes leading different generations particularly challenging?

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

What makes generational diversity an asset in your organization?

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

What will your company look like in 20 years
and who will lead it?
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________

How do you think this company got where it is
today?
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________

Nurture, Nourish,
See What Blooms

THIS WEEK:
Try being openminded about your
boss’s ideas?
Be genuinely
enthusiastic.
What happens?

Different perspectives are critical to
success. Look around and ask, “What
might you learn from each other?”

16
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Do The Right Thing
At The Right Time

What’s the biggest unexpected incident your
company has faced during your employment?
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________

Nurture, Nourish,
See What Blooms

CHEW ON THIS:

It’s not only critical to
thank employees, but
to do so at the right
time. Appropriate
timing is as important
as the right kind
of reward. Positive
feedback works. People
like to be sincerely
appreciated, especially
by their supervisors.
p.
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What, if anything changed as a result?
Does it work well? If not, why not?

_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________

As leaders, it’s our responsibility to make sure
the right thing gets done at the right time.

Now take another look at that situation and
devise a strategy to handle it and prevent a
reoccurrence.
The strategy should contain the “Four Ps”:

Pop the blister: get to the root of the problem.
u Make a Plan to set the problem/situation right.
u Have a Procedure so people know what to do.
u Polish the process.
u

_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________
_________________________________________________

TAKE IT ON!
l Turn a mistake into an

opportunity—in time.
l Reward someone for
solving a problem.
l Make it safe for people
to ask for help solving
problems—don’t criticize
them for bringing it up or
not fixing it themselves.

Sometimes people avoid solving problems because they’re afraid they will be
criticized for creating the problem, not solving the problem on their own, or
not placating the customer.
u How can you reward people for solving problems?
u How can you make it safe to do so?

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

Does your corporate culture support finding and fixing problems rather than
blame? Could this process be improved?
What could you do or suggest to management about this?

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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Serve With A Cheerful Heart

What three tasks in your life would be better
served if your perspective was “getting to do it”
rather than “having to do it?”
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

What’s a way you could encourage an “attitude of gratitude” in your office?

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

When times are tough, community work and volunteerism lift spirits.
Does your company support community outreach in any formal way?

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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Wow, I’m so lucky today because I have
							 in my life.

We all know a “garbage truck.” Think of one in your
business or life, and come up with two ways you can
kindly and cheerfully avoid letting them dump their trash
on you.

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

Are you ever a “garbage truck?” Do you ever run over people when you’re
feeling frustrated, or dump your anger or fear?
What are two things you can do instead, next time you catch yourself ?

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

TAKE IT ON!

Start an interoffice
competition by
“adopting” a shelter,
food kitchen or
children’s center. See
what happens when
co-workers compete
to donate the most
time or money to a
community service.

Leap exuberantly into the water
(but know where the stairs are).

p.
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Don’t Jerk the Leash

Are you “leash trained?” Do you manage the people you supervise in an
even-handed manner, without holding them back or causing them to trip?
What are two ways you could give people “more lead” or free rein?

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

What are some problems in your life or your office that could be reclassified as
“inconveniences?”
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

As a
leader,
don’t
operate
from fear
or jerk
others
around.
p.
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Effective leaders differentiate between problems and inconveniences
— and make sure our people understand the differences as well.
How can you adjust your office culture to be more accepting of inconveniences?
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

What’s one way you “walk your talk?” What’s one way you should?

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

Ultimately, your number one mission is to help other people succeed. Do you?
How can you help or promote other people?

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

Get the
gears working

IDEA: ______________________________________________________________________________________

___________________________________________________________________________________________
___________________________________________________________________________________________

p.
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About this Workbook
This workbook has been designed for use as a stand-alone supportive resource
to lead managers through a thoughtful process toward mastery in leadership
and motivation. Engaging the questions and practices in this hands-on tool
will help leaders improve productivity, morale, and work quality by promoting
effective, supportive systems and behaviors.
The workbook’s impact is further enhanced when used as a companion guide
to the book Master Your World: 10 Dog-Inspired Leadership Lessons to Improve
Productivity, Profits and Communication. The book offers a more thorough
examination of the key principles in each workbook chapter, providing deeper
background, reasoning and understanding.
Master Your World is a thoughtful, practical, humorous, entertaining, and
inspirational book on business management, people management, and of
course, a bit of dog management. Ten inspired lessons (reinforced in this
workbook through hands-on exercises) are designed to simplify, clarify and
strengthen the role of leading people in any
business organization.
The book details true stories, real-life situations,
and pragmatic solutions to the daily challenges
managers and leaders face in today’s evolving
workplace. New supervisors, seasoned managers,
and senior leadership all can benefit from reading
the book as well as employing this workbook.
Based on Mary’s acclaimed keynote speech
“Leadership Lessons from the Dog,” Master Your
World is also useful for parents and community
leaders seeking fresh ways to deal with challenges.
Together or separately, the book and workbook
will influence how you interact with the people around you to create positive
and lasting changes.
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Master Your World
Three ways to order more of this workbook, and/or Mary Kelly’s companion book:
1. WEBSITE: www.ProductiveLeaders.com
2. Email: Mary@ProductiveLeaders.com
3. Clip or copy and mail this form to address below.
BOOK Pricing:

Master Your World: 10 Dog-Inspired Leadership Lessons to Increase Profits, Productivity, and Communication

$19.95 per book, plus $4 shipping and handling for first book ordered.
For each additional book, add $2 per book for shipping and handling.

WORKBOOK Pricing:

Master Your World: Leadership Lessons to Improve Productivity, Profits and Communication

$19.95 per book, plus $4 shipping and handling for first book ordered.
For each additional book, add $2 per book for shipping and handling.
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Cost Each
__________
__________
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_______		
_______		

Total Due
__________
__________
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__________

_______		

__________

GRAND TOTAL

__________

($4 first book, $2 each book thereafter)

								

Payment:
Make checks payable in U.S. dollars to Mary Kelly and mail to:
P.O. Box 461350 Denver, CO 80246 719-357-7360

Complete the information below.
Name _________________________________________________
Address________________________________________________
City__________________________ State________ Zip _________
Phone_________________________________________________
Email__________________________________________________
Books will be mailed via Priority Mail (U.S. Postal Service).

About Mary Kelly, PhD

Mary Kelly, PhD is a nationally-known and
renowned economist and leadership expert
specializing in improving business efficiency and
maximizing available resources. A graduate of the
U.S. Naval Academy and a Naval commander
for 21 years, Dr. Kelly has trained over 20,000
military and civilian personnel in multi-cultural
environments around the world.

Also a university professor, Dr. Kelly combines theory and practicality.
She focuses on building successful strategies for business leaders at all
levels of an organization. She has extensive experience in human resources,
finance, insurance, organizational leadership, strategic planning, and project
development.
Dr. Kelly’s passion is helping people excel in business. An energetic,
engaging and perceptive leadership coach and speaker, Dr. Kelly delivers
humorous, inspiring and insightful keynote speeches, offering tools and
insights that increase productivity, morale, and profits. As a consultant,
creative and insightful problem-solving abilities enable her to transform
corporate cultures and structures.
Quoted in numerous periodicals, Dr. Kelly is the author of four books,
including 360 Degrees of Leadership: Steering Around the Icebergs; Master
Your World: 10 Dog-Inspired Lessons to Increase Productivity, Profits and
Communication, 15 Ways to Grow your Business in Every Economy; and In
Case of Emergency, Break Glass!
Sign up for Mary’s free e-newsletter at www.productiveleaders.com for
updates and useful articles.
Contact Mary at Mary@ProductiveLeaders.com, and leave comments
about your experiences on her blog at http://ProductiveLeaders.com/blog.
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