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How to be a great coach

Each of the 24 lessons in this guide will take
you only a few minutes to read, but they’ll
serve you well throughout your managerial
career.

They’1l help you become an effective coach.

That’s right. We didn’t say “boss” or
“supervisor.” These days, the effective
managerb reaches his or her goals by coaching
employees to peak performance.

In these simple lessons, you’ll learn the
techniques for good one-on-one coaching, and
you’ll learn why coaching is the most effective
way fo improve your employees’ productivity
and attitudes.

You’ll understand the three natural

motivations that drive any worker—including



o] fi— AR S £

jgﬁitﬁ%ﬁ%‘fﬁﬁﬁm)’cﬁ, B
R By Bhk v LAR S, (R X IREA
EHAENFRKAI.

EATRERE BY VR B A BB O B

B, WATUFEL, MAYE “BHR =
“ERT. AR, RHPERELETIET R
TRAFBAEGTIRIE K B AR

Wi AP RB S EPINE, REFS
A BT —xt—4 %, TR
T LAER S B T A R TR & A B
Aigz.

Bk, RS T RS R T (BHER)
W=F AR, HESMAIEXLED) D%
LE SRR T,

WRE R, At 2Rz, At

AR, R
HEEHRE T
BEFERIAER
BHRARARB

1w



'&Hﬂﬁ&—%ﬁilﬁﬂ’ﬂiﬁ‘

motivation /mouti'veifon/
n. il

morale /mo'ra:l/ n. +5
empower /im'paud/ v.
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you—and learn how to focus those motivations
on the job at hand.

You’ll discover why you should talk less
and listen more, issue challenges instead of
orders, and prevent problems rather than wait
to try to fix them.

You’ll practice the art of asking good
questions—and really hearing the answers—to
get valuable input from the people closest to
the job while boosting worker morale.

You’ll encounter techniques for problem
solving with your workers, empowering them
to make decisions without losing your
authority.

And when it comes time for you to make the
tough call, this guide outlines a decision-making
process and reveals the three things you don’t
have to be in order to make a good decision.

If that decision involves delivering bad
news to your employees, we’ll help you do that
well, too.

Most employees think of memos and
meetings as bad news, and we’ll offer strategies

for keeping them to a minimum. But we’ll also
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show you how to craft effective memos and chair
good meetings. (Yes, there is such a thing!)

You’ll learn three of the most important
management concepts ever: how to reward what
you want, how to provide effective feedback,
and how to advocate for your employees with
upper management.

As you learn to be a better coach, you’ll
develop willing colleagues rather than
compliant slaves. Your employees will own the
process, will take responsibility for their work,
and will share in the pride of a job well done.

The last lesson in the guide is the first step
in applying these coaching techniques. We’ll
help you start the process the next time you
walk into the workplace and keep moving
yourself and your employees forward every

day—building success on success.
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The goal of good coaching isn't just to help
employees achieve a certain specific goal. One
success engenders another and instills the self-
confidence that leads to high levels of
performance and productivity in all tasks,
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enthusiastic /in Oju:zi'estik/
adj. #460); B

10

|:| Be a boss

M Be a coach

Your job isn’t to correct mistakes, find fault,
or assess blame. Your job is to achieve
productivity goals by coaching your staff to
peak performance.

You’ll do that best by being more of a
coach and less of a boss.

A boss talks; a coach listens. A boss tries
to fix a problem; a coach keeps problems from
happening. A boss gives orders; a coach issues
challenges. A boss works on his employees; a
coach works with them. A boss passes out
blame; a coach takes responsibility.

A good coach is positive, enthusiastic,
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supportive /sa'pa:tiv/ adj.
B 3ti0)
interference /into'fiorans/
n FE
conscientious / kon{i'enfas/

adi. INHBT, R
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supportive, trusting, respectful, and patient.

That’s not to suggest that you’re supposed
to be a buddy and a pal. You’re still in charge;
you’re just seeing your charge in a new way.

To lead them, you must serve them,
anticipating their needs.

Being supportive means a lot more than
providing an encouraging word and a pat on
the back. As a coach, your job is to get workers
what they need to do their jobs well, including
tools, time, instruction, answers to questions,
and protection from outside interference.

Do you trust your employees to be
conscientious, to tell the truth, and to give a
reasonable day’s work for a day’s pay?

You’d better. You shouldn’t hire them
unless you’re willing to trust them. Most
people are conscientious and honest; they want
to do their jobs well. Tell them what to do, and
then get out of the way and let them do it.

Respect them. Respect their rights as
employees and as human beings. Learn who
they are and treat them as individuals.

Here are three keys to being an effective
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buck /bak/ n FfE
assertive /2'sa:itiv/ adj. 15
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coach for your employees:

Take responsibility: Being trusting and
respectful doesn’t let you off the hook;
managers have to manage. Harry Truman said
it best: “ The buck stops here.”

Be assertive: Seek results, not excuses or
reasons. Be a strong presence. Make sure your
“yes” means “yes” and your “no” means “no.”

Work with them, not on them: You’'re in
this thing together, and you share common

goals. When they do well, you do well.




