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NOTE TO FACILITATORS 

This training is designed to support woreda administrators and Office of Agriculture leaders to 

become more effective leaders and managers, and more committed to the vision and importance of 

AGP.  

 

By the end of this training, participants will be able to better manage the implementation of AGP2, 

on behalf of their organizations. 

 

Specifically, participants will be able to: 

 

 Understand international leadership competencies 

 Manage staff more effectively (using situational leadership techniques) 

 Apply lessons from human motivation theories to motivating staff 

 Use effective gender-responsive leadership techniques  

 Use effective recognition and reward strategies 

 Understand the importance of managing time 

 Develop a personal development goal and action plan. 

 

Summary of the Training 

This training explores recent research (2011) on leadership that suggests that feminine traits, 

determined as universal, are critical to leading in today’s complex world. Participants understand the 

importance of supporting a shared vision of AGP2, where individual organizations contribute to the 

greater AGP vision. Definitions of leading and managing are explained. It suggests that all individuals 

need to lead and manage AGP, regardless of their official GOE titles. Good leaders know when to 

lead and when to manage and AGP requires everybody to be a leader in the responsibilities of their 

own work. Good leaders use flexible leadership styles based on specific situations, and the readiness 

level of individual staff. They understand how to motivate their staff, and reward and recognize 

them for above average contributions and performance. Good leaders learn to manage their own 

time more effectively, giving them more time to long term plan and lead their staff into the future. 

They recognize the importance of being lifelong learners, and continuously pursuing effective 

leadership skills.  

 

The core leadership competencies taught in this training have been selected based on the priorities 

identified in the baseline assessment, and the positive outcomes of the senior level leadership 

training delivered in EFY 2010.  

 

The core program, addressing key leadership competencies, is designed as a 2.5 day training. 

It is assumed, depending upon the AGP2 budget, that the woreda leadership training will be 3 or 4 

days long. The remaining time should be spent discussing AGP2 leadership issues, and identifying 

key mitigation strategies and solutions, based on cross-woreda sharing and problem solving. This 

latter work is fundamental to the overall leadership training program.  Suggestions for how to 

facilitate collaborative “solution-making” processes can be found at the end of this document. 

 



NOTE TO FACILITATORS 

Leadership Facilitator’s Guide for AGP2 Managers Agriteam Canada Consulting Ltd. 
AGP2 Capacity Development Support Facility 2 October 2018 

As follow up to this training, participants will be responsible for implementing an individual action 

plan of performance tasks so that they apply some of the key competencies learned back in their 

workplace. They will need support to apply these skills as participation in the training, alone, will not 

necessarily lead to improved individual or organizational performance. This support will be the work 

of regional and zonal CDSF staff.  

 

Before Facilitating this Training: 

To be fully prepared to facilitate this important training, it is recommended that facilitators do some 

pre-reading.  Facilitators should read the following articles: 

 

 Horner, M. (1997), Leadership theory: past, present and future. Team Performance 

Management, vol. 3, no.4, 270-287. 

 Situational leadership (various articles and videos) 

 Steven Covey’s Four Quadrants (various YouTube videos) 

 Goleman, D. (1998) “What Makes a Leader”. Harvard Business Review.  

 Athena doctrine notes (from author’s website) 

 

About this Facilitator’s Guide 

The purpose of this facilitator’s guide is to support trained facilitators to deliver the “Leading Self” 

module of the Leading and Managing Capacity Development Program.  

 

This document is a guide and not a prescriptive manual. It assumes that individuals have strong 

facilitation and communication skills, are able to manage diverse groups well, and can readily build 

rapport with the group. Facilitators are encouraged to use the guide to suit their individual 

communication and delivery styles. However, facilitators should become very comfortable with the 

material prior to delivery. Studying the Facilitator’s Guide and reviewing/adapting the PowerPoint 

slides are important. Preparing materials in advance demonstrates strong organization skills to 

participants. 

 

Sessions include: 

 

 suggested questions for participants in italics 

 icons indicating helpful tips for the facilitator 

 icons for important points  

 icons highlighting AGP implementation discussion points.  

 

It is assumed that the training will be delivered by at least two facilitators. For each session, there 

will be a lead facilitator and a support facilitator. Clearly delineated roles and responsibilities should 

be discussed before delivering the program.  

 

Experience – Reflection – Generalization – Application 

Generally, this training has been designed using a four-step experiential learning process whereby 

the facilitators guide participants through the following learning stages referred to as “E.R.G.A.” 
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Stages  

Experience  

Exploring participants’ experience or creating a new experience. Different 

professionals involved in this training have different experiences and this 

is expected to enrich learning as the module is deliberately designed to 

help participants infuse their individual and group experiences into the 

learning process. 

Reflection* 

Facilitate brief discussions, through asking open-ended questions like 

“What was that like?” in order to internalize the experience. 

 

*Note: though we describe reflection as a separate step, it is more 

naturally addressed through integrating reflection-like questions 

throughout the experience.  

Generalization  
Facilitate a process of widening the internalized experience to a broader 

meaning 

Application  
Facilitate the development of the application of new skills to another 

situation. 

 

Key questions to ask prior to delivering each session are: 

  

1. What is the intended result of the session? 

2. What should the participant know and/or be able to do at the end of the session? 

 

 

Concept Map 

It is important to stay focused on each session’s learning objectives AND how each topic connects 

and builds upon previous topics in the sequence of content.  See the photo of one concept map 

below. Facilitators can build a concept map on the wall over the course of the training, to visually 

show participants how ideas are interrelated.  
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Evaluation of the Leadership Training 

Daily evaluations should take place at the each day. The facilitator should end each day with getting 

specific feedback from the participants about how the training is going. Then, at the beginning of the 

next day, the facilitator should lead a high paced review of the previous day’s learning, by asking the 

group powerful knowledge and application questions. For example: 

 

 What are the four leadership styles? 

 What does “readiness level” mean?  

 What is the difference between “leading” and “managing”? 

 How does the situational leadership model help you to manage AGP?  

 

This training should be formally evaluated in two ways.  

 

 Annex B includes a competency evaluation, where participants assesses their knowledge and 

skills before and after the training  

 Annex C includes a satisfaction and relevancy evaluation. See Session 3.2 for more 

information about how to implement these evaluations.  

 



NOTE TO FACILITATORS 

Leadership Facilitator’s Guide for AGP2 Managers Agriteam Canada Consulting Ltd. 
AGP2 Capacity Development Support Facility 5 October 2018 

 
 

Integrating AGP Implementation Solutions into Leadership Training 
The leadership training is designed to strengthen the capacity of leaders to lead and manage AGP2. 

There are a number of implementation challenges related to AGP. Facilitators can choose to embed 

AGP sessions into the training, or at the end of the training (for a half day or whole day). Note: it is 

recommended that at least 3 hours be dedicated to discussing AGP solutions specifically, to make 

the most of the cross -woreda representation. Please see a proposed format for a solutions process 

as Annex C.  

 

Adjusting the Schedule 

Depending upon the region, the number of training days at the woreda level ranges from 2 to 4 

days. The core leadership program needs to be adjusted accordingly. The participant book includes 

more topics than can be taught in a 2.5 day course, allowing facilitators to choose the competences 

most relevant in their region. The participant book includes: 

 

- To lead, create a shared vision 

- Situational leadership 

- Gender and leadership 

- Human motivation theory: Hertzberg’s Duality Theory 

- Providing effective feedback 

- Trust building  

- Time management  

- Emotional intelligence 

- Action planning 

- AGP2’s CD Approach  
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Participant Agenda 

 
DAY 1 

TIME  TOPIC  ACTIVITY  

8:30 
Registration  

9:00 Welcome and Introductions  Self-introductions 

9:30 International Leadership Standards/ Leading and 

Managing 
Lecture and discussion 

10:30 Coffee  

11:00 Creating an AGP Vision Mixed group work ; discussion 

12:00 Situational Leadership – Styles of leadership  Lecture, discussion 

12:30 Lunch  

2:00 Situational Leadership – Styles of leadership Lecture and discussion 

3:00 Coffee  

3:15 Situational leadership – Types of followers + 

Performance readiness 
Lecture and discussion  

4:45 End of day evaluation, Closure Informal evaluation  

   

 

 

 

DAY 2 
TIME  TOPIC  ACTIVITY  

9:00 Situational Leadership – Assessing followers based 

on AGP2 tasks 

Self-assessment; Assessing staff 

based on AGP2 tasks 

10:00 Situational Leadership Demonstrations Role plays, and debriefs 

10:30 Coffee  

11:00 Gender Issues in the Agricultural Sector; Athena 

Doctrine Findings;  Unconscious Bias in the 

Workplace 

Lecture, survey and discussion; 

BINGO 

12:30 Lunch  

2:00 Human Motivation and Reward/Recognition Lecture and group work  

3:15 Coffee  

3:30 
Emotional Intelligence 

Storytelling, assessment and 

discussion 

4:45 End of day evaluation, Closure Informal evaluation  
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DAY 3 
TIME  TOPIC  ACTIVITY  

 

9:00  
Time management 

Self-assessment; four quadrant 

matrix; interrupters log 

10:30 Coffee  

11:00 Action plan, evaluations and closure   

12:30 End of event. Lunch   
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DAY 1 SESSIONS 

Unit Title 1.1. Welcome and Introduction  

Materials Required  Participant agendas 

 Learning contract on wall  

 Participant book 

Start Time/Duration 9:00 – 1 hour  

Objectives Participants will: 

 Understand the purpose of the training  

 Get to know other participants 

 Understand more about AGP and CDSF 

 Understand that “leadership” has standards 

 Understand perceptions among AGP2 leaders about leadership 

performance. 

 

Step 1: Welcome 

1.1  Facilitators introduce themselves, explaining that they are MFD candidates 
1.2  Go over the purpose of the training: 
 

By the end of this training, participants will be able to better manage the implementation of AGP2, 

on behalf of their organization.  

 

Specifically, participants will be able to: 

 

 Understand international leadership competencies 

 Manage staff more effectively (using situational leadership techniques) 

 Apply lessons from human motivation theories 

 Use effective gender-responsive leadership techniques  

 Use effective recognition and reward strategies 

 Use effective feedback skills 

 Develop a personal development goal and action plan. 

 

1.3  Explain the overall goal of AGP2 and the purpose of CDSF, including how it operates 

1.4  Explain that the Government of Canada, through Global Affairs Canada, funds both AGP2 

and CDSF.  

 

Step 2: Introductions 

Depending upon the size of the group, and how well they know each other, select an appropriate 

introduction strategy: 

 

 Go Round (traditional) 

 Partner introductions (one person introduces someone they do not know, and tells the 

whole group something interesting about their new friend) 

 Other creative, interactive activities that do not take more than 30 sec per person. 
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Step 3: Commitment to Agenda and Group Norms 

Go over the participant agenda and get agreement on the agenda 

 

Go over the learning contract (or “group norms”) posted on the wall, and get agreement and 

commitment. The learning contract may include the following conditions: 

 

 Full participation 

 All responses valuable 

 Manage time as a group 

 Focus on the positive, be appreciative 

 No non-essential electronics  

 Limit side talk 

 

Step 4:  International Public Sector Management Standards 

The facilitator should generally understand and be able to explain all aspects of 

the international public standards in the participant book.  This session is 

designed as an introduction to the concept of public standards of performance.  

 

Facilitators explain that their international standards for how individuals perform 

as managers, just like there are standards for protecting the environment, 

making irrigation pumps, using fertilizer, and eating nutritious food.  

 

Most public sectors (government civil services) such as the GoE are driven by international 

performance standards. 

 

CDSF Baseline Results 

CDSF adapted international standards to assess leadership and management capacity among AGP2 

leaders at the regional and woreda level. They assessed aspects of: 

 

 Vision: How well AGP2 leaders articulated AGP’s vision to staff, and think about the future 

 Achieving Results: managing group performance; managing internal and external 

relationships;  

 Accountability: how professional and ethical leaders are; and how much they commit to 

improving their skills as leaders and managers. 

 

Based on cumulative scores, AGP2 regional and woreda leaders rank themselves between 2.3 and 

2.5 on the leadership performance matrix. All participants noted that they needed leadership 

training, because they had been promoted to managers but were trained as technical specialists.  

The baseline was the training needs assessment that was used to inform the design of this woreda-

level training. 
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Unit Title 1.2. Leading and Managing 

Materials Required none 

Start Time/Duration 10:00 – 30 minutes   

Objectives Participants will: 

 Understand “managing”, “leading” and “change agents” 

 Understand leading and managing AGP2  

 Understand the fluidity of leading and managing  

 Identify ways to lead more in the workplace.  

 

Suggested Approach 

This is a long session involving six steps and three exercises. Read through the 

facilitator’s guide carefully and think about how you need to be prepared to 

deliver this session smoothly. Consider co-facilitating parts of the session. 

Manage time carefully.  
 

 

Step 1: Explain Leaders, Managers and Change Agents  

The facilitator explains: 

We need to be clear about the terms “leadership/leader/leading”, 

“management/manager/managing”, and “change agents”. In this session, we discuss the difference 

among these roles and the role of all AGP staff as change agents.  

 

Leaders/Managers 
The terms “leader” and “manager” are everyday terms used in work/business environments and 

they are often used interchangeably. The difference between leaders and managers is very clear 

within the GOE bureaucracy in relationship to authority and responsibility. However, regardless of 

their title, improving agricultural productivity and commercialization is everybody’s responsibility. 

We are all change agents.  

 

A change-agent approach implies that leadership responsibilities are shared and that success does 

not hinge on the actions of a single, charismatic leader or a small group of managers but rather on 

the ability of groups and teams to collectively deliver results that exceeds the sum of their individual 

abilities. Successful collaboration on AGP does not rest with individual leaders who chair committees 

or managers who participate in them, but is the responsibility of all staff to support changes in the 

agricultural sector. 

 

For the purposes of this training, we will use the following definitions: 

 

Leaders are people who guide processes that influence others to accomplish an objective and direct 

organizations in a way that makes them more cohesive and coherent.  The focus of leaders is on 

change and especially the human factors in successful change. They have been handed a lot of 

“position power”.  
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Managers are people who are responsible for the planning, organizing, directing and controlling 

functions of organizations.  The focus of managers’ activities is on completion of tasks. They also 

have “position power”.  
 

 
 

Change agents are defined as any member of an organization seeking to promote, further, support, 

sponsor, initiate, implement or deliver change. Change agents, therefore, are not necessarily senior 

managers, and do not necessarily have formal “change management” or “project leader” roles or job 

titles.  They tend to have a lot of “personal power”. 

 

Competencies are the skills, knowledge and behavioral or personality traits that a leader, manager 

or change-agent must possess to perform their change functions well. 

 

Improving implementation of AGP, or any large program, will require building the confidence, 

conviction and commitment of all individuals, all change-agents. 

 

There are always strong feelings on the role of leaders and managers in rural 

development. Give some time for participants to discuss and debate these 

concepts as leaders and managers effect AGP implementation.  Let participants’ 

sentiments on the role of leaders and managers come out strong, but keep 

emphasizing the critical role to be played by other change-agents.   

 
Step 2: Leading and Managing 

Facilitator asks: 

What should leaders do? What should managers do? 

 

Important: regardless of title/position, all those involved in AGP need to use competencies related to 

leading and managing change. All individuals - from Bureau heads to development agents - should 

exercise these competencies. 

 

All those responsible for AGP are both leading and managing every day, based on the many and 

varied tasks that need to be done as part of their responsibilities.  

 

For AGP to be implemented effectively, all those involved must lead their own work.  
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Strong leaders/managers know when to lead and when to manage... they use their emotional 

intelligence to actively listen, use intuition, demonstrate patience and show flexibility ... and to judge 

when it is be best to lead and when it is best to manage. Note: see situational leadership theories.  

 

Below is a table that provides examples of tasks related to managing and leading. Do these tasks 

relate to the many responsibilities of AGP? 

 
A COMPARISON OF MANAGEMENT-LEADERSHIP ACTIONS = Wiggly T Model 
 

 

This model was developed by Dr. Steve Hobbs, a Canadian leadership consultant. He calls it the 

“Wiggly T” model? Why?  

 

Because leaders and managers need to both lead and manage. They need to move fluidly between 

using managing competencies and leading competencies, like a dance, to deal with a variety of 

situations.  

 

To make another distinction: 

 Managing is done from the perspective of the “dance floor” while leading is done from the 

perspective of the “balcony” 

 

  

Managing  ....  Produces Order &Delivery Leading  .....  Evokes Shift & Movement 

 Working in the systems  (systematic) 

 Dance floor  

 Working on the system (systemic) 

 Balcony  

 Planning and budgeting 

 Contributing to agendas 

 Setting schedule/work plans 

 Allocating resources  

 Clarifying the big picture 

 Setting agendas 

 Creating a vision 

 Communicating goals 

 Organizing and staffing 

 Provide structure 

 Making job placements 

 Establishing rules and procedures  

 Nurturing teams and coalitions  

 Setting strategies  

 Seeking commitment 

 Establishing direction 

 Controlling and problem solving 

 Developing group incentives 

 Developing practical solutions 

 Taking corrective action  

 Aligning people  

 Delegating and dealing with issues  

 Energizing person through recognition 

 Satisfying unmet needs 

 Generating creative interventions  

 Engaging the person  

 Motivate from goals  

 Tell others to act 

 Stimulate the mind  

 Outline the process 

 Coordinate the way 

 Inspire a shared vision 

 Enable others to act 

 Encourage the heart  

 Challenge the process  

 Model the way 
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Unit Title 1.3. Creating an AGP2 Vision  

Materials Required  Masking tape 
 Felt pens  
 Flip chart paper (cut in half); 6-7 pieces 

Start Time/Duration 11:00 – 1 hour  

Objectives Participants will: 
 Create a vision for AGP2 that includes the visions of all AGP2 IAs in the 

woreda 

Facilitator Tip   Read how to create inspiring visions; prepare your own vision of AGP2 
based on the vision of 2-3 IAs put together before  you deliver this session  

 

Step 1: Experience:  Sharing Organization Mission and Vision Statements 

Ask participants to write down their organization’s vision and mission statements, and share 
with other people at their table.  
 
Step 2: What is AGP2’s vision in your woreda? 

Facilitator says: 
 
As indicated in the International Public Sector leadership standards, what sets leaders apart 
from their staff is their ability to promote a compelling vision: 
 

 to make clear “where we are going” 

 can hold a broad perspective on the work  

 to be future-oriented in analysis, thought and action. 

 
We all have a good understanding of our own organization’s mission and visions. In order to 
fully commit to AGP2, we need to understand how each implementing agency’s mission and 
vision contributes to the overall vision of AGP2.  
 
A mission statement differs from a vision statement: 
 

Mission Vision 

Present tense (describe what you do) Future objective (description of a future are 

ultimately working towards) 

One sentence statement describing the reason 

your organization or program exists (what you 

do + who/what you do this for) 

A short phrase describing the future your 

organization is ultimately working towards.  

 

Needs to be easy to understand Clear (easy to understand) 

Concise (short and to the point) Concise (short and to the point) 

Useful (inform, focus and guide) 5-14 words maximum 

Example: To create lasting solutions to poverty, 

hunger and social injustice 

Example:  A just world without poverty. 

 
For the purpose of this exercise, in our role as leaders, we will focus on creating compelling 

vision statements for the whole AGP2 program. 
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AGP2’s Program Development Objective (PDO) is to increase agricultural productivity and 

commercialization of smallholder farmers targeted by the program, and contribute to dietary 

diversity and consumption at the household level. 

 

 “Agricultural productivity” is defined as yields for selected key crops and animal 

products. 

 “Commercialization” is defined in terms of proportion of marketed production of 

selected key crops and animal products by smallholder farmers. 

 

Facilitator will organize new groups of five or six people by counting heads from 1 – 5, and asking 

people to move to new tables (Table 1, Table 2, etc). Now, participants are in “mixed” groups.  

 

Facilitator reads the following instructions: 

 

Guidelines for developing a vision statement: 

 

 Simple and concrete language 

 Inspiring, compelling – makes you want to work towards it 

 Easy to understand 

 5-14 words (20 words maximum) 

 No long words or words with more than 3 syllables 

 

Here are examples of organizational vision statements:  

 

 OXFAM: A just world without poverty (5) 

 HUMAN RIGHTS CAMPAIGN: Equality for everyone (3) 

 SAVE THE CHILDREN: A world in which every child attains the right to survival, protection, 

development, and participation. (15) 

 EIAR: Aspires to see improved livelihood of all Ethiopians engaged in agriculture, agro-

pastoralism, and pastoralism through market competitive agricultural technologies. 

 

The facilitator asks the group, “How does the EIAR vision statement compare to the criteria?” What 

about other vision statements? What words are strong, or motivating, or compelling? 

 

 Too many words 

 Too many big words 

 Not compelling or inspiring 

 

Considering each organization’s own mandate and vision, create one vision, representing all the 

organizations represented at the table, which addresses each organization’s mandate as these 

organizations contribute to the AGP2 vision. 

 

The group should ask itself the following questions: 

 

 If AGP2 is completely successful in 5-10 years, what will change for the people in your 

woreda (be specific, responses such as “move out of poverty” are too general) 
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 Or, what would be different? 

 What new infrastructure/capital projects will be in place, and how will these projects change 

the community? 

 What will change for men farmers, women farmers, children, agricultural organizations, 

common interest groups, etc? 

 

This is a challenging exercise, but there should be a lot of discussion. The discussion, 

not the actual statements,  is the real value of this activity. 

 

In preparation for facilitating this exercise, create your own vision of AGP2 based on 

the visions of a number of IAs in preparation for facilitating this exercise.  

 

Step 3: Discuss AGP2 Vision Statements 

Ask table groups to post their vision statement on the wall, next to other statements.  Get all 

participants to stand up and move to the wall where the posters are posted.  

 

Ask the whole group: 

 

 Which statement(s) most closely follows the Vision checklist? Why? 

 Which statements are the most inspiring? Why? 

 What was easy about this exercise? 

 What was difficult? 

 

Back at tables, and as a way to end this session, brainstorm suggestions to the following questions: 

 

 How can you, as leaders, make sure your organization understands its role on AGP2? 

 

Step 4:  Highlight AGP2 Priorities as Part of Its Vision  

 

 
Note: this is an opportunity for AGP PCU staff and regional CDSF staff to emphasize some of the key 

challenges among IAs implementing AGP2, and the important role of leaders to address these 

challenges. Further discussion about AGP2 implementation discussions will follow on Day 3 and 4 of 

this course. 
Facilitator says: 

 We have to think about the overall AGP program, and our vision for its achievement.  

 There are some implementation issues delaying the program, such as coordination, 

procurement, financial management, ensuring the environment and social safeguards are in 

place …. (be specific here, with respect to your region) 
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 When you think about your organization’s vision as it contributes to the overall vision of AGP, 

how can YOU, as a leader and manager, begin solving some of these implementation 

challenges? 

  In your notebook, please write down 2 -3 specific ways you, as a leader or manager, will 

strengthen your organization’s contribution to AGP2.  

 

Facilitator asks volunteers to share their strategies. 
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Unit Title 1.4. Situational leadership – Styles of Leadership 

Materials Required  Participant book information 

Start Time/Duration 12:00 – 12:30; 2:00 – 3:00 

Objectives Participants will: 
 Understand that Situational Leadership is a leadership model, not a 

theory  
 Understand four types of leadership styles, and assess their own style 

 

Before delivering this session, please read the following article online: 

https://www.verywellmind.com/leadership-theories-2795323 as it provides an 

overview of leadership theories. There is also a summary in the annex of the 

participant book.  

 

Suggested Approach 

 

Step 1: Experience – Individual Private Write  

Facilitator asks participants to answer the following questions in their notebooks: 

 

 Describe all the leadership theories you are aware of, or have heard about?  

 Share with the person sitting next to you.  

 

Step 2: High Level Overview of Leadership Theories – Overview and Introduction to Situational 

Leadership  

Facilitator summarizes the leadership theories and approaches described in the participant book 

annex.  

 

S/he explains: 

 Introduce a leadership “model” that encompasses most aspects of many of these leadership 

theories 

 Developed by two Americans: Paul Hersey and Ken Blanchard. Generating books, videos, 

training courses  

 Practical model, and not theoretical or academic 

 Type of trait theory – what traits make good leaders 

 Based on research about the dimensions of leadership behavior: how much direction does a 

leader provide; and how much “relationship” exists among a leader and his or her followers 

 Explains how managers and leaders should support their “followers”, also referred to as 

their staff, teams, direct reports, and/or immediate subordinates 

 Emphasizes that leaders should use different styles of leadership based on different 

situations 

 A person’s leadership style is how a person behaves as a leader, and people can behave 

differently, depending upon the situation 

 Been in place for over 50 years, but is still relevant in today’s world. 

  

https://www.verywellmind.com/leadership-theories-2795323


DAY 1 SESSIONS 

Leadership Facilitator’s Guide for AGP2 Managers Agriteam Canada Consulting Ltd. 
AGP2 Capacity Development Support Facility 19 October 2018 

Step 3: Two Dimensions of Leadership Behaviour - “Task” behavior and “Relationship” behavior 

Facilitator explains: 

 

“Task” behaviour is the extent to which the leader engages in explaining responsibilities and duties 

to the individual or group. It is the extent to which the leader tells others:  

 

 what to do  

 where to do  

 when to do it  

 how to do it 

 who is to do it. 

 

“Relationship” behaviour:  

 

 the extent to which the leader exchanges information with followers.  

 many kinds of facilitating behaviour and two-way communication  

 includes various forms of “giving support”.  

 

Neither task nor relationship behaviour must exist completely at the expense of the other. 

A leader’s “style” is defined as the “leader’s patterns of behavior – including both words and actions 

– as perceived by others”. Leaders develop their style over a period of time based on their 

experiences, education, and training. 

 

Some leaders use primarily high amounts of task behaviour while others use mainly high amounts of 

relationship behaviour. Others use high amounts of both task and relationship behaviour. There are 

leaders who use low amounts of both task behaviour and relationship behaviour.  

 

There is no one best leadership style, as it all depends upon the situation.  
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Step 4: Four Leadership Styles based on Situational Leadership Model 

 

Style or “S” 1: Directing – High Task, Low Relationship 

Provides direction about the goals and shows and tells how, closely tracks the individual’s 

performance in order to provide frequent feedback on results. The leader provides specific 

instructions and supervises followers closely. 
 

 Telling 

 Directing 

 Structuring 

 Informing  

 Establishing  

 Forming 

 Instructing 

 Guiding 
 

S2: Coaching – High Task, High Relationship 

Explains why, solicits suggestions, praises behaviours that are approximately right, and continues to 

direct goal and task accomplishment. The leader explains decisions and provides followers with 

opportunities for clarification.  

 

 Selling 

 Mentoring 

 Persuading 

 Teaching  

 Explaining  

 Training  
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S3: Supporting – Low Task, High Relationship 

Leader and individual make decisions together. Leader’s role is to facilitate, listen, draw out, 

encourage, and support. The leader shares ideas with followers and facilitates decision making 

 

 Participating 

 Encouraging 

 Committing 

 Facilitating  

 Involving  

 Empowering  

 Problem Solving 

 

S4: Delegating – Low Task, Low Relationship 

The leader turns over responsibility for decisions and implementation of tasks to followers. The 

leader empowers the individual to work independently with appropriate resources to get the job 

done. The leader is still accountable for the work of the followers, and provides important 

monitoring support.  

 

 Observing 

 Monitoring 

 Entrusting 

 Assigning. 

 

Step 5:  Deepen the Learning: Stories, Role Plays, Photos + Sharing Personal Style 

In order to make these theoretical descriptions concrete, the facilitator must provide real examples 

of each style. The facilitator can tell stories their own leadership style or of styles of leaders they 

know; they can role play different styles of leadership with another facilitator or participants; and/or 

they can use images and photographs.  

 

Mini-Demos 

 Style 1 – Directing 

 Style 2 - Coaching 

 Style 3 – Supporting 

 Style 4 – Delegating  

 

It is essential to make sure all participants understand the different styles before going onto the next 

session. Distinguishing between “coaching” and “facilitating” is important, and clear personal 

examples can help. 

 

The facilitator asks: 

 

 What is your most predominant leadership style?  

 What style would you like to use more of, and why?  

 

Share with the person sitting next to you and volunteers can share with the whole group. 
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Unit Title 1.5. Situational leadership – Types of followers + Performance 

readiness 
Materials Required  Colour printed Situational Leadership poster  

Start Time/Duration 3:15 – 4:45 

Objectives Participants will: 

 Understand four different types of followers, based on their capacity and 

motivation to carry out a specific task 

 

Step 1:  Experience 

Facilitator asks participants to write down the names of four of their staff or followers in their 

notebook. If they do not have followers, write down names of four colleagues. 

 

Facilitator says: 

 

 Consider the task of writing a semi-annual progress report in English (as required on AGP2): 

 Regarding each staff person: ask yourself these two questions: 

o How capable or able or competent is this person at writing the report (very, somewhat, 

not at all) 

o How motivated or willing is this person to writing the report? 

o How committed is this person to writing the report? 

o How confident is this person about writing the report? 

 

Write descriptions next to each person, based on these questions.  

 

Step 2:  Lecturette - When Do You Use the Four Leadership Styles 

The relationship between the leader and follower is crucial to a leader’s success. 

When do you Use the Four Leadership Styles - it depends upon the situation?? 

Situational Leadership is based on the interplay among:  

 

1. the amount of direction (task behavior) a leader gives 

2. the amount of socio-emotional support (relationship behavior) a leader provides 

3. the “readiness” level that followers exhibit on a specific task, function, activity or objective 

that the leader is attempting to accomplish through the individual or group (followers). 

 

What are “performance readiness levels” ? 

 

 The extent to which a follower demonstrates the ability and willingness to accomplish a 

specific task 

 

Ability: Demonstrated knowledge, experience and skill that an individual brings to a particular task 

or activity. 

 

Willingness: extent to which an individual or group has demonstrated confidence, commitment and 

motivation to accomplish a specific task. 

 

 



DAY 1 SESSIONS 

Leadership Facilitator’s Guide for AGP2 Managers Agriteam Canada Consulting Ltd. 
AGP2 Capacity Development Support Facility 23 October 2018 

 Confidence: demonstrated self-assurance 

 Commitment: demonstrated dedication to perform a task 

 Motivation: demonstrated desire to perform a task  

 

Ability and willingness work together to define a follower’s performance readiness. These variables 

of readiness should be considered only in relation to a specific situation or task to be performed. 

Facilitator asks: 

 

 How ready is a person to perform a certain task?  

 How can a leader find out??  

 

Answers may include: Spend time with individual staff, get to know them, understand their skills and 

motivations, their likes and dislikes, and identify what makes them want to work hard.  

 

An essential step towards effective leadership is the ability of leaders to PAUSE and think about the 

task they are about to assign to their staff. Let’s say they need the M&E team to analyze the data in 

preparation for the annual progress report. As a leader or manager, what questions should you ask 

yourself, BEFORE you assign the work: 

 

 How capable is X to analyze the data for the annual report? 

 How do I know this what evidence do I have about his or her capability? 

 How willing is s/he to carry out the task?  

 Is s/he confident?  

 Is s/he motivated? 

 How committed will s/he be to analyzing the data? 

 What kind of support do I need to provide him or her? What leadership style do I need to 

use? 
 

 

Leaders need to stop and reflect about the performance readiness of their staff BEFORE they assign 

work. This reflection does not need to take long, but is an essential step towards using situational 

leadership. Leaders must assess the situation first.  

 

Step 3: Situational Leadership Poster + CDSF Support 

Distribute the Situational Leadership poster (in colour).  In order to transport the poster, it may be 

useful to give each person string or an elastic to ensure the poster does not get crushed during 

transportation.  

 

Ask one or two volunteers (at least one woman) to explain aspects of the leadership model to the 

whole group, using the poster as a learning aid. 
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Explain that situational leadership is easy to understand, and difficult to apply. It takes practice, 

reflection, and more practice.  

 

Make sure leaders understand that CDSF regional teams are available to help leaders manage this 

learning experience. 

 



 

 

Day 2 
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Unit Title 2.1. Situational Leadership – ASSESSING FOLLOWERS BASED ON 

AGP2 TASKS 
Materials Required  Chart in Section 2.6 of participant book  

 Leadership self-assessment 

Start Time/Duration 9:00 – 10:00  

Objectives Participants will: 

 The readiness levels of their followers to carry out AGP2 tasks 

 Identify their dominant leadership style, and ways to adopt other styles 

 

Step 1: Independent Activity about AGP2 Tasks 

 

 
Facilitator asks the participants to turn to Section 2.6 of their participant book.  The exercise is to 

complete the chart by listing up to six followers and then assessing their readiness levels (R1, R2, R3, 

R4) to perform specific AGP2 tasks. 

 

Note: if a participant does not have followers, but s/he works in a team, ask them to pretend they 

are the leader, and assess their teammates’ performance readiness, based on what they know about 

their teammates’ willingness and abilities. 

 

Facilitator explains the chart: 

 List the names of up to six followers in the first column   

 Row 1 explains essential tasks for which every AGP2 IA is responsible  

o Discuss each task and its challenges in general for leaders  

 Think carefully about each follower. What is their readiness level in relation to each of these 

tasks?  

 Complete the chart 

 

Then, answer the following questions 

 What do you notice about your staff, in general? 

 In general, what type of leadership style(s) is most important to use with your team? 

 What style do you use? Why? 

 

Share findings with the person sitting next to you.  

 

The facilitator can ask volunteers to share their observations.  

 

 

Facilitators should complete this chart for themselves prior to facilitating this session. 
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Usually, leaders will have a few R4s, some R3s and a lot of R1s amongst their followers, because of 

staff turnover. New staff do not have the skills that more experienced personnel have, but they have 

a lot of energy and motivation. Can leaders explicitly assign R4s to mentor and support R1s and R2s? 

This arrangement will allow leaders to have more time to be leaders – to be reflective and visionary; 

to think long term and strategically; and to focus on the promotion of individual followers.  

 

Step 2:  Complete the Leadership Self-Assessment 

 

This activity can be completed in one of three ways: 

 

Option 1: Individual approach - Participants complete the assessment independently, 

but the English language will be a challenge. The self-assessment can be translated 

into the local language first before individuals complete it.  

 

Option 2: Group approach - Facilitators can go through each question one by one, and ask 

individuals to answer each question by themselves (do not look at other people’s responses, 

remember this is not a test) 

 

Option 3: Omit - The activity can be omitted from the training because the tool may be considered 

irrelevant to the group of leaders. For example, some of the scenarios may not be real.  

 

** Facilitators should complete the self-assessment for themselves before they deliver this session, 

regardless of the option used.  

 

Once participants finish completing the self- assessment, then they should score their responses in 

two ways – one score indicates their most dominant leadership style, and the second score shows 

them how flexible they are in using a variety of leadership styles. 

 

Debrief:  

Ask participants the following questions: 

 

 What is your dominant style? Are you surprised? 

 Based on the readiness level of your staff, what style(s) should you use more? Why? 

 How can you start using new styles more? What behaviours are you going to change? 

(Answers may include: learn how to use more coaching skills; spend more time with 

subordinates; listen more actively; stop directing experts who are already competent; use 

more participatory styles of leading others, etc). 
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SITUATIONAL LEADERSHIP STYLE SUMMARY/SELF-ASSESSMENT 

ADAPTED FROM: HERSEY AND BLANCHARD 
 

Self-assessment questions 

Read through the situations described below, and then choose the response (only one) from the 

action statements that most appeals to you or that you feel seems the most characteristic of you. 

So, don’t indicate what you think you should do; indicate what you usually do in similar situations. In 

some cases none of the responses may be appealing or characteristic of you, nonetheless, please 

select the statement that you prefer or feels suits you best. 
 

Situations Actions 

1. Individuals are not responding lately to your 
friendly conversation and obvious concern for 
their welfare. Their performance is declining 
rapidly. 

a. Emphasize the use of uniform procedures and 
the necessity for task accomplishment. 

b. Make yourself available for discussion but do not 
push your involvement. 

c. Talk with them and then set goals. 

d. Intentionally do not intervene. 

2. The observable performance of your group is 
increasing. You have been making sure that all 
members were aware of their responsibilities and 
expected standards of performance. 

a. Engage in friendly interaction, but continue to 
make sure that all members are aware of their 
responsibilities and expected standards of 
performance. 

a. Take no definite action. 

e. Do what you can to make the group feel 
important and involved. 

f. Emphasize the importance of deadlines and 
tasks. 

3. Members of your group are struggling to solve a 
problem themselves. You have normally left 
alone. Group performance and interpersonal 
relations have been good. 

a. Work with the group and together engage in 
problem solving. 

b. Let the group work it out. 

c. Act quickly and firmly to correct and redirect 

d. Encourage the group to work on the problem 
and be supportive of their efforts. 

4. You are considering a change. Your group has a 
fine record of accomplishment. They respect the 
need for change. 

a. Allow group involvement in developing the 
change, but do not be too directive. 

b. Announce changes and then implement with 
close supervision. 

c. Allow the group to formulate its own direction. 

d. Incorporate group recommendations, but you 
direct the change. 

5. The performance of your group has been 
dropping during the last few months. Members 
have been unconcerned with meeting objectives, 
redefining roles and responsibilities has helped in 
the past. They have continually needed 
reminding to have their task done on time. 

a. Allow the group to formulate its own direction. 

b. Incorporate group recommendations, but see 
that objectives are met. 

c. Redefine roles and responsibilities and supervise 
carefully. 

d. Allow group involvement in determining roles 
and responsibilities, but do not be too directive. 

6. You stepped into an efficiently run group. The 
previous leader tightly controlled the situation. 
You want to maintain a productive situation, but 
would like to begin having more time building 
interpersonal relationships among members. 

a. Do what you can do to make the griou feel 
important and involved. 

b. Emphasize the importance of deadlines and 
tasks. 

c. Intentionally do not intervine. 

d. Get the group involved in decision-making, bit 
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see that objective are meet. 

7. You are considering changing to a structure that 
will be new to your group. Members of the group 
have made suggestions about needed change. 
The group has been productive and 
demonstrated flexibility in its operation. 

a. Define the change and supervise carefully. 

b. Participate with the group in developing the 
change but allow members to organize the 
implementation. 

c. Be willing to make changes as recommended, 
but maintain control of the implementation. 

d. Avoid confrontation; leave things alone. 

8. Group performance and interpersonal relations 
are good. You feel somewhat unsure about your 
lack of direction in the group. 

a. Leave the group alone. 

b. Discuss the situation with the group and then 
you initiate necessary changes. 

c. Redefine goals and supervise carefully. 

d. Allow group involvement in setting goal, but 
don’t push. 

9. You have been appointed to give leadership to a 
study group that is far overdue in making 
requested recommendations for change. The 
group is not clear on its goals. Attendance at 
sessions has been poor. Their meetings have 
turned into social gatherings. Potentially they 
have the talent necessary to help. 

a. Let the group work out its problems. 

b. Incorporate group recommendations, but see 
that objectives are met. 

c. Redefine goals and supervise carefully. 

d. Allow group involvement in setting goals, but do 
not push. 

10. Your group, usually able to take responsibility, is 
not responding to your recent redefining of 
standards. 

a. Allow group involvement in redefining standards 
but don’t take control. 

b. Redefine standards and supervise carefully. 

c. Avoid confrontation by not applying pressure, 
leave situation alone. 

d. Incorporate group recommendations, but see 
that new standards are met. 

11. You have been promoted to a leadership 
position. The previous leader was involved in the 
affairs of the group. The group has adequately 
handled its tasks and direction. Interpersonal 
relationships in the group are good. 

a. Take the steps to direct the group towards 
working in a well-defined manner. 

b. Involve the group in decision-making and 
reinforce good contributions. 

c. Discuss past performance with the group and 
then you examine the need for new practice. 

d. Continue to leave the group alone. 

12. Recent information indicates some internal 
difficulties among group members. The group has 
a remarkable record of accomplishment. 
Members have effectively maintained long-range 
goals. The have worked in harmony for the past 
year. All are well qualified for the tasks. 

a. Try out your solution with the group and 
examine the need for new practices. 

b. Stay observant but allow group members to 
work it out themselves. 

c. Act quickly and firmly to correct and redirect. 

d. Participate in problem discussion while providing 
support for group members.  
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LEADERSHIP STYLE SELECTION 

Scoring your self-assessment 

Refer to the completed questionnaire. Transfer the circled alternative action for each of the twelve 

situations to the corresponding numbered situation in the table below. Then total the number of 

circled actions for each of the four vertical columns and write their sum next to “total” in the bottom 

row. 
 

Situations 1 2 3 4 - - 

1 A C B D R1 G
ro

u
p

 P
erfo

rm
an

ce R
ead

in
ess D

e
scrib

ed
 in

 

Situ
atio

n
 

2 D A C B R2 

3 C A D B R3 

4 B D A C R1 

5 C B D A R1 

6 B D A C R2 

7 A C B D R3 

8 C B D A R4 

9 C B D A R1 

10 B D A C R2 

11 A C B D R3 

12 C A D B R4 

TOTAL     - - 

LEADERSHIP 
STYLE 

S1 S2 S3 S4 - - 

 

Primary Style 

Most leaders have a favourite or primary leadership style. Your primary style is the one you feel 

most comfortable with – the one you selected most often. 

 

Secondary Style 

Secondary style is the style you tend to use when you are not using your primary style. You can have 

more than one secondary style. Secondary or supporting styles include the totals – other than your 

primary style total – in which there are two or more responses. These styles tend to be your “back-

up” styles when you are not using your primary style.  

 

Style Range 

Style range measures how flexible you are – the extent to which you are able to vary your leadership 

style. Your style range includes the styles in the model above where you had two or more responses. 

Three or more responses in a columns total suggest a high degree of flexibility. Two responses 

suggested moderate flexibility. One response in a quadrant is not statistically significant. It is difficult 

to predict how flexible you are at using that style. 
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LEADERSHIP STYLE ADAPTABILITY 

To determine your ability to adapt your leadership style, circle your choice of action made for each 

situation in the table above. For example, if Situation C was chosen as the alternative action, circle 2 

under column C below. Next, add the numbers in each column and write sums next to “Subtotals”. 

Finally, add the subtotals for column A, B, C and D to calculate your score and write this number in 

the box provided. 
 

Situations 
STYLE ADAPTABILITY 

A B C D 

1 3 1 2 0 

2 3 0 2 1 

3 2 1 0 3 

4 2 0 3 1 

5 0 2 3 1 

6 1 2 0 3 

7 0 3 1 2 

8 3 1 0 2 

9 0 2 3 1 

10 2 0 1 3 

11 0 3 1 2 

12 1 3 0 2 

Subtotals: + + + + 

 
Total of subtotals:  
 

The data from your Style/Readiness Matrix can also be expressed as a score. The possible 

adaptability scores range from 0 to 36. Your score is determined by how closely you matched a 

leadership style to the readiness level in each situation. 

 

The data from your Style/Readiness Matrix can also be expressed as a score. The possible 

adaptability scores range from 0 to 36. Your score is determined by how closely you matched a 

leadership style to the readiness level in each situation. 

 

Style adaptability is the degree to which you’re able to vary your style to match the readiness level 

of a follower in a specific situation. Adaptability points are awarded for each situation. A high score 

of “3” indicates that you chose the appropriate leadership style for that situation. The smaller the 

score the farther away your choice was from the appropriate leadership style. A “0” score indicates 

your choice was a style with a very low probability of success. 

 

The style adaptability score allows some generalizations to be made. Scores of 25 and above, for 

example, show a high degree of style flexibility and show that style choices usually matched follower 

readiness levels in the specific situations. 
 

30-36 
Scores in this range indicate a leader with a high degree of adaptability. The leader accurately 
diagnoses the ability and willingness of the follower for most situations and behaves accordingly. 

24-29 
This range reflects a moderate degree of adaptability. Scores in this range usually indicate a 
pronounced primary leadership style with less flexibility in the secondary styles. 

0-23 
Adaptability scores less than 23 indicate a need of self-development to improve the ability to 
diagnose follower readiness and select appropriate leader behaviors. 
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Unit Title 2.2. Situational leadership – Role Plays 
Materials Required  Identify people to participate in the role plays at the end of Day 1 

 Three role play scripts  

Start Time/Duration 10:00 -  10:30 

Objectives Participants will: 

 Understand the challenges of using the wrong leadership style for the 

readiness levels of his or her followers  

 

Step 1: Experiences – Role Plays 

 

There will be three role plays 

Facilitator will identify people to carry out these role plays at the end of Day 1, so 

that they can practice the role play beforehand.  

The scripts should be delivered in the local language.  

 

The role plays should be conducted in the following order: 

 

 
Role  Play #1 – Homestead Gardening Assessment 

Role  Play #2 – Preparing Quarterly Reports 

Role Play #3 –  Preparing for a Field Trip  

 

After each role play, the facilitator should debrief the experience by asking the following questions: 

 

 What style of leadership was demonstrated by the leader? 

 What readiness level was demonstrated by the follower?  

 What happened to the follower because of the leader’s style? 

 What leadership behaviours should the leader have used?  
 

  



DAY 2 SESSIONS 

Leadership Facilitator’s Guide for AGP2 Managers Agriteam Canada Consulting Ltd. 
AGP2 Capacity Development Support Facility 33 October 2018 

Role Plays 

Situational Leadership Role Play #1 

Assigning an Assessment Task 

 

Hewan – Division Head at ARARI for Horticulture Research Development (leader) 

Lula – Graduated recently from Haromaya University with BSC in Horticulture; Junior Agricultural 

Researcher in Horticulture Division of ARARI (follower) 

 

******** 

 

Hewan – calls Lula into her office 

 

Lula – enters Hewan’s office and sits down  

 

Hewan – “Good morning Lula, how are you today? How is your family? ….” 

 

Lula – “Fine, thank you”. (Takes out her notebook and a pen). 

 

Hewan – “Lula, I have an assignment for you. Our unit has been asked to conduct an assessment on 

practices of home gardening in our region. The main objective is to identify best practices and 

possible gaps. I want you to lead this assessment. Can you draft your plan for the assessment and 

submit the same to my office by Friday?  I will read it and in case I have any suggestion, I will let you 

know. The assessment must be completed within one month.” 

 

Lula – takes notes of the assignment and says – “Ok, Ms. Hewan. All noted, I will develop the 

assessment plan and share it with you.”  

 

Hewan – “Thank you” 

 

Lula – “You are welcome.” 

 

Lula leaves the office quickly and returns to her office.  

 

She says out loud: “I am stressed and worried. I have no idea how to can conduct the assessment.  I 

was never involved in this type of assessment during university. I don’t know want to do. I don’t 

know how to do it. I will look for some of the more senior colleagues to get some help, and draft a 

plan.” 

 

Lula walks into 2-3 other offices, but no one is around. 

 

Lula she says - “Oh no, this is a real problem for me. All the senior colleagues are in the field and 

those who are in the office are only junior experts like me. How am I going to do this assessment 

plan????” 

 

After a few minutes, Lula goes back to Hewan’s office, and knocks on the door.  
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Lula –   “Good afternoon, Wro. Hewan. May I interrupt you now?” 

 

Hewan –  “Good afternoon, Lula. Please take a seat. Are you already ready to show me the plan for 

the assessment? I am looking forward to reading it!” 

 

Lula – sits down, looking at the floor with a worried expression on her face.  

“No. I was not able to even start the assignment you gave me, as I was not sure about how to begin, 

how to draft the plan or even lead the assessment. So, I don’t know what to do. I have looked for 

help, but everybody is out. I really do not want to do this work. I need support and direction for each 

and every step of the plan, to conduct the assessment and complete the task.”  

 

Hewan – “Ohh, I see. Ok. No problem, I will give you close support and guide you to complete this 

task.  The first thing you need to do is decide exactly what questions the assessment will answer. In 

this case, the assessment should tell us two things: what are the best practices related to home 

gardening? What are the capacity gaps among both DAs and farmers about homestead gardening. 

The next step is to begin designing a way to collect this information. We will collect it through 

interviews… .. 

 

Please feel free and ask any question that you have as you work through this assignment. Now let’s 

discuss on how we can proceed.” 

 

Hewan started providing direction on steps that Lula needs to follow to develop the plan and 

conduct the assessment.  

 
Questions to the group: 
 

1. What was the performance readiness of the follower (Lula)? (R1 – not able and not willing)  
 

2. What was the initial leadership style of Hewan? (S4) 
 

3. What did Hewan do to change the leadership style to S1? (Started providing specific direction, 
focused somewhat on the relationship, but ). 
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Situational Leadership Role Play #2 (S1 and R4) 

“Quarterly Reports: 

 

Hailu (leader) - Extension Core Process Unit Head from Regional Agricultural Bureau – using S1 

 

Almaz (follower) – Experienced, senior Crop Extension Expert from the regional agricultural bureau 

(R4) 

 

Almaz –  in her office, sitting at her desk, and thinking out loud: “I have already collected the 

quarterly reports from 41 AGP2 woredas and compiled the information. That was a big job, but I 

think there are no gaps. I must submit the same to Ato Hailu within two days.”  

 

Hailu – calls Almaz to her office. 

 

“Almaz! Please contact the AGP Focal Persons in all of the 41 woredas and collect their quarterly 

reports as soon as possible. I need you to submit the compiled quarterly report ASAP so that I can 

review it.” 

 

Almaz – “Hailu, you don’t need to give me such micro level direction. I know what I am doing, and 

have been doing it for a long time”. 

 

Hailu –  looks surprised, “I am not trying to micromanage you.” 

 

Almaz – “Of course you are. If not, why are you requesting the submission of the report at such an 

early time? 

 

Hailu – I am just concerned because the AGP reports are so time sensitive.  

 

Almaz - Hailu, I have been doing the same tasks for four years now. I know AGP reports are time 

sensitive. So, I have already done the work and even more. Quarterly reports were already collected 

and compiled. I was about to submit the report to your office within the coming two days after doing 

the final review.  

 

Hailu –  Well, I am your boss and I can ask you questions and direct you any time I want. 

 

Almaz – (rolls her eyes as she turns and walks quickly out the door). 

 
Questions to the group: 
 

1. What was the performance readiness of the follower (Almaz)? (R4)  
 

2. What was the leadership style of Hailu? (S1) 
 

3. What should be Hailu’s leadership style? (S4) 
 

4. Role play it again. Based on this situation, Hailu should be an S4 leader.  
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Situational Leadership Role Play #3 – Preparing for a Field Trip 

 

Tsehay – Livestock Core Process Unit Head (leader) 

 

Belay – Animal Science Expert in Livestock Core Process unit (follower) (3) 

 

Background: Belay is responsible for planning a field supervision together with the regional Cooperative Agency 

on the capacity of common interest groups who are working in poultry production. He is expected to prepare a 

budget and submit this to his supervisor, and get it approval. He is also supposed to develop checklists on 

poultry management practices to be used during the supervision.  

 

The field trip is scheduled to be conducted in one week, but nothing has been done.  

 

Tsehay – Good morning Belay 

 

Belay – Good morning Wro. Tsehay 

 

Tsehay – I am expecting to receive the budget breakdown for your field trip with Cooperatives next 

week. I would also like to see the materials, checklists and documents that you have prepared for 

the supervision. 

 

Belay – I am working on the budget breakdown for the field trip now as well as all the documents 

needed for supervision. I will give them to you once I complete them. 

 

Tsehay – But, Belay it seems time is going against you. You have only this week to complete all 

preparations for the field. I think you are expected to depart on Sunday.   

 

Belay – I will try my best to finish the work before Friday and submit. Don’t worry about it.  

 

Tsehay – Still…. Friday will be too late. Our finance department needs at least two full days to see 

the budget breakdown and process its approval. Belay, I always remind you to deliver assignments 

on time. It’s all about giving enough time for a certain task and being committed to finishing the task 

within a given time. I don’t think you will be able to travel on Sunday as things are getting very late 

now. 

 

(Unfortunately, the field trip has cancelled).  

 

Belay –  (looks surprised and leaves the office feeling angry).  

 

Questions to the group: 

4. What was the performance readiness of the follower (Belay)? (R3 – able but not willing – for some 

reason) 

5. What was the leadership style of Tsehay? (S1) 

6. What should have been the leadership style? (S3) 

7. Role play it again. What encouraging words should the leaders say to encourage Belay to show he has 

confidence that Belay will get the job done? 
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Unit Title 2.3. Basics of Gender; GoE’s Commitment Towards Gender Equality   

Materials Required  PPT 

 Flip chart  

 Athena Doctrine “leadership qualities: sheet, translated into Amharic 

(one per participant) 

 Work place-bias bingo game 

Start Time/Duration 11:00 – 12:30 minutes (90 minutes)  

Objectives Participants will: 

 Understand the difference between “gender” and “sex” 

 Be aware of the legal documents, procedures and policies of GoE on 

gender equality  

 Understand gender- responsive leadership practices 

 Recognize how gender based unconscious bias can affect leading and 

managing practices in the work place. 

 

Step 1: Exercise - Think-Pair-Share (10 minutes)  

 

 What does “gender” and “sex” mean to you? 

 

Summarize the answer as per the following table and ensure participants understand  the 

differences between “gender” and “sex”. 

 

Gender Sex 

Socially constructed set of roles and responsibilities  Biologically determined 

Not born with but learned  Born with  

Learned Natural 

Culture based/contextual Universal 

Can be changed Can’t be changed 

 
Step 2: Whole Group Question 

 

 Why is it important to address gender issues on AGP2?  

 

Encourage participants to give their opinions.  

 

Summarize the answers by emphasizing that all communities are made up of an approximately equal 

number of women and men. Unless both women and men have access to, and can fully benefit from 

many forms of economic development activities, societal or national development can’t be fully 

realized.  Therefore, gender equality is a development strategy in Ethiopia, and is designed to 

overcome societal barriers as a country. 
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Step 3: The Government of Ethiopia’s Commitment to Gender Equality 

Present the Government of Ethiopia’s commitment to gender equality and emphasize the fact that 

regardless of the existence of all the Constitutional provisions, policies, procedures and guidelines, 

Ethiopia is still challenged to overcome gender issues at all levels. There is progress towards gender 

equality, but there is still a great deal more work to do. 

 

State the recent proclamation of FDRE under Federal Civil Servant Proclamation No. 1064/2017 

support the establishment and implementation of the provision of childcare services in all 

government institutions to ensure women civil servants’ active participation and performance in the 

workplace to their full potential as well as their participation in all work-related capacity 

development activities. Regions are also expected to adopt the same to overcome the challenges of 

women civil servants.  

 

Step 4: Summarize the session 

Summarize the session and let the participants come into an agreement that gender is socially 

constructed so that all gender roles can be changed. Women and men can perform any task 

regardless of their gender. Reinforce that as a leader, they need to take action-oriented steps to 

implement GoE’s legal documents, policies, procedures and guideline to increase women experts 

participation and empowerment in their structure.   

 
Step 5: Individual Selection of Priority Leadership Qualities  

Prior to this session, translate the leadership quality words from English to Amharic. Make enough 
copies of the table below for all participants. 
 
Tell participants that we are going to conduct a mini- survey representing the XXX (Amhara, etc) 
region that will be a proxy of an international survey that was carried out in 2011 among 65 000 
people in 131 countries around the  world, including countries in Africa. Participants will identify the 
“ideal leadership qualities” from a short list (the actual survey included 125 qualities), and will then 
identify which of these qualities are more “feminine” or more “masculine” to them. This last 
categorization is very personal.  
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Instructions to participants: 
 
1. Based on your own experience, and an understanding of situational leadership qualities, what 

are the top 10 qualities that an “ideal modern leader” should demonstrate to lead in today’s 
world?  
 
List these traits or behaviours in the first column, in order of importance to you! 
 

2. Now, classify these qualities as more “feminine” or more “masculine”; more associated with 
women and is conventionally thought to be appropriate for a woman or girl; attributed to 
women – considered to be characteristic of women. 

 

OR 

 

more “masculine” meaning more “manly” in character – having traits and qualities traditionally 

associated with men or boys rather than women or girls. 

 

For the purpose of this exercise, you need to label each trait as either more feminine or more 

masculine.  
 
3. There are no right answers, it is simply based on your perceptions of an ideal leader.  

This is an independent activity.  
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As participants complete their survey, ask them to post their survey on the wall, without putting 
their names on the sheet. Facilitator will total up the number of feminine qualities identified by each 
participant, and put this number on their sheets.  

 

 
 

Bring all participants to the wall. Ask them as a group: 

 

1. What do you as AGP2 leaders observe about the “ideal modern leader”?  

2. How many people think that ideal leaders need to have mostly masculine leadership 

qualities? 

3. How many people think that ideal leaders need to have mostly feminine leadership qualities? 

4. What is surprising to you about the findings from this survey in your region? 

 

Now, let’s see what the rest of the world says. 

 

Step 6:  Athena Doctrine Research Lecturette 

 

The facilitator shows the results of the Athena Doctrine survey, and says this is what the rest of the 

world thinks about the ideal modern leader: 
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 What do you observe about this “top ten” list of qualities and their feminine/masculine 
categorization, compared to your own perception of the ideal modern leader.  Are you in line 
with the world?  

 When all the data from 131 countries came back in, it is clear that across age, gender and 

culture, people around the world feel that feminine traits correlate more strongly with 

making the world a better place (page 9 of Athena Doctrine book) 

 

Some key learnings from the survey findings:  

 

 More expressive leaders who share feelings more openly and honestly 

 Long-term thinkers are necessary to plan for the future.  

 Flexibility is critical to build consensus and get things done. 

 Feminine values of collaboration and sharing credit more valued 

 Leaders need to be more intuitive (also feminine), exhibiting the capacity to relate to 

ordinary people and their points of view 

 81% of people said that man or woman, you need both masculine and feminine behaviors to 

thrive in today’s world. 

 

Facilitator asks: Do you think that Ethiopia requires leaders that have similar qualities? Why or why 

not? 

Now, what do you notice about the participants in this room, who are all 

leaders or managers? (there are very few women participants, and this is the 

same situation across all AGP regions).  
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Region  
% of all women 

staff 

% of all men 

staff 

% of technical 

women staff 

% of technical men 

staff 

Tigray  PCU and IAs 25 75 12 88 

Amhara  PCU and IAs 27 73 17 83 

SNNPR  PCU and IAs 27 73 18 82 

Oromiya  PCU and IAs 37 63 16 84 

% Average  29 71 16 84 

 

If we think it is important for ideal modern leaders in Ethiopia to have both masculine and feminine 

characteristics, then what should be done to change the status quo?  

o Two ways: 

1. Encourage male leaders to show or display their “softer” qualities such as 

collaboration, flexibility, patience, and long term planning. The situational leadership 

discussions emphasize the importance of coaching, flexibility, and patience.  

 We discussed the importance of leaders articulating a vision among their 

staff, of thinking long term.  

 Emphasize that these leadership qualities are essential for leaders to achieve 

results towards their vision 

2. Encourage more women to take on leadership roles. The next session  

 

Step 7: Workplace Bias Bingo Game 

Facilitator says: one of the main reasons women are not promoted to more senior positions, is 

because of workplace bias towards women. Let’s play a game to better understand what this means. 

 

Workplace gender bias is sensitive topic. Using a game approach to discussing difficult 

concepts can help ease the sensitivity, but it is essential that the facilitator emphasize 

the meaning and the seriousness of the topic too.  

 

There are three common patterns of gender bias in most workplaces, based on the research.  The 

facilitator will share the categories and some examples of sub-categories with the whole group until 

there is sufficient understanding. S/he will check in with both men and women about whether such 

bias occurs in the Ethiopian workplace. 
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Categories of Gender Bias in the Workplace 

Prove it Again! Unappealing Options 
Maternal Wall / Faulted 
for Fatherhood 

PROVE IT AGAIN! 
WHEN WOMEN HAVE TO PROVE THEIR 

COMPETENCE OVER AND OVER AGAIN. 
 
Subcategories: 

Women’s mistakes are more likely to 
be noticed than men’s. Women’s 
mistakes are also more likely to be 
attributed to stable, internal qualities 
(she hasn’t got what it takes), while 
men’s mistakes tend to be attributed 
to outside causes (he was unlucky). 
 
Women’s Successes Matter Less 
Women’s successes are more likely to 
be attributed to outside causes (she 
got lucky) while men’s successes tend 
to be attributed to stable, internal 
characteristics (he’s got talent). 
 
Objective rules Applied Differently 
Objective rules tend to be applied 
rigidly to women but leniently to men. 
Eg. Criteria for pay raise or promotion. 
 
Faulty Memory 
Women’s mistakes may well be 
remembered long after men’s are 
forgotten. 
 
He’s Brilliant! (She’s Reliable) 
Men tend to be described as brilliant 
or talented, while women tend to be 
described as reliable and hardworking. 
 
Evaluation Extremes 
While superstar women tend to get 
very high evaluations, women who are 
only excellent tend to get much lower 
evaluations than do similarly-situated 
male colleagues. 

WHEN WOMEN OFTEN MUST CHOOSE 

BETWEEN A SERIES OF UNAPPEALING 

OPTIONS 
 
Subcategories: 

Serving or Selfish 
Women often are assumed to be well-
suite to service work (making coffee, 
serving a meal), and faulted for being 
selfish if they turn away such work – 
even if they have already completed 
more service work than have their 
male colleagues. 
 
Demure or Difficult 
Sometimes women are expected to 
follow expectations set by traditional 
femininity: to be demure, reassuring, 
retiring. Women who fail to do so are 
faulted for being “difficult”. 
 
Invisible or Threatening 
Women are expected to conform to 
conventionally feminine behavior 
including being faulted for standing up 
for themselves 
 
Perfect or Out-of-Control 
While anger tends to raise the status 
of men, anger typically lowers the 
status of a woman. 
 
Overlooked or Boastful 
Studies show that people who engage 
in self-promotion generally get 
promoted more than those who don’t. 
But self-promoting women often 
encounter backlash. The same is not 
true of men. 
 
Awkward or Excluded 
When work meetings occur in settings 
that are uncomfortable for, or exclude, 
women, such as beer halls, they face 
the choice of feeling awkward or 
feeling excluded. 

WHEN WOMEN ENCOUNTER SEVERE BIAS 

ONCE THEY HAVE CHILDREN. WHEN 

FATHERS WHO DO MORE CAREGIVING 

THAN EXPECTED FACE SEVERE BIAS. 
 
Subcategories: 

Mothers Should… 
Women sometimes receive message 
that mothers should stay home full 
time. 
 
Uncommitted or Incompetent 
Women who are mothers tend to be 
seen as less competent and committed 
than either men or women with 
children. 
 
Don’t’ Do Me Any Favors 
Employers often make assumptions 
that mothers don’t want to travel or 
take career-enhancing assignments- 
instead of simply asking a given 
mother whether she wants a given 
opportunity. 
 
With the Kids Again 
Mothers who are not in the office 
often are assumed to be with their 
kids – even if they are working. 
 
What Me? Kids? 
Mothers often hide the fact that they 
have kids in order to avoid the 
stereotypes triggered by motherhood. 
 
Faulted for Fatherhood 
Men who signal that they have 
caregiving responsibilities often 
encounter pushback, reflecting the 
assumption that “your wife should do 
it.” 
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How many of you have played BINGO as a child, sometimes using cards  

 
 

 
 
The game can be played in two ways: 
 
Option A: Volunteers at Front of Room  
 
Ask six volunteer participants to come to the front of the training room.  
 

1. Give them each one scenario card and let them read and understand what is written in the 

card  

2. Tell them when you read a statement they should immediately say “BINGO” if the statement 

that you read is relevant to their respective card 

3. Those who said “bingo” should explain how and why what is written in the card is relevant 

to the statement.  

4. Ask the whole group if what is written in the card is “ok” or it has some sort of bias. 

5. Up to your time allowed, repeat this exercise until participants understood the impact of 

unconscious bias in work place. 
 

Option B: Small Group BINGO 
 
Small group BINGO, using category cards. 
 
Each table group will get a BINGO card and some BINGO markers. The facilitator will explain that the 
first team to fill their card with markers wins the game. Facilitators can also make the game go faster 
by saying the winner needs markers on the four corners, or on all the boxes that form an X.  
 
The facilitator will read out the first scenario. All teams will listen to the scenarios carefully and then 
decide what bias (if any) it demonstrates. Continue in this way until one group gets the required 
number of markers, and is the winner.  
 
Important: Debrief this game by arbitrarily pulling 2-3 scenario cards that were read, and ask the 
whole group what strategies they should use to mitigate this bias in their workplace.  
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Reflection 
Ask participants to think about their own workplace.  
 
What stories can they tell to the person next to them about workplace bias that they have observed 
(or unwittingly participated in?). The facilitator will ask the whole group to share 1-2 stories.  
 
Facilitator tip: asking these questions makes gender bias in the workplace real, and helps people to 
start noticing their role in it.  
 

Step 8: Lecturette on Unconscious Bias? 

 

Unconscious bias is one of the significant challenges that is hindering many Ethiopian women civil 

servants to step up into the empowerment ladder and reach their goal towards personal 

empowerment. Unconscious bias is deep rooted in the minds of many men and women whose 

mindset has shaped with patriarchal value system, social norms, culture and socio-economic values. 

For example, in Ethiopia many either in the government or private sector, employees have negative 

attitude towards women supervisor/manager due to their unconscious bias. Or many employees 

believe that its only men who can be a self-confident outstanding leader or manager. If a woman 

leader/manager is performing her duties and responsibilities effectively; many of her follower 

develop negative attitude towards her but this is not the case for male leaders/managers. This is 

because of the unconscious bias that many followers develop based on the socially constructed roles 

and responsibilities of women and men.  Not only women leaders and managers but also women 

employees or followers are facing several challenges due to unconscious bias. In many occasions, 

supervisors/managers treat their men and women employees differently as they unconsciously 

biased that the performance of women employees lower than that of men.   

 

“Unconscious bias” is an implicit association or attitude—about gender, for example—that operates 

beyond our control and awareness.  It informs our perception of a person or social group. It can 

influence our decision making and behavior towards the target of the bias (gender, disability, 

religion, ethnicity, for example). 
 
Ask participants to share one or two real experiences in their work place that are related to 
unconscious bias?   
 
Ask participants if unconscious bias can be manageable and they are willing and be able to start 
managing unconscious bias right away?   
 

Biases can be overcome 

 Being aware of our conscious and unconscious biases and how they impact our behaviors 

(especially in stressful or difficult situations) is the first step 

 Introduce training in a supportive, unthreatening environment to give staff the chance to 

think about their biases in a constructive way. This is especially important for people who 

may be undertaking important decisions such as in recruitment or admissions. 

 Review recruitment, promotion and performance review practices to ensure systems and 

processes are in place to mitigate people’s personal biases 

o Anonymous shortlisting 

o Diverse interview panel  
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 Work together in structured settings to solve problems can dramatically alter people’s 

attitude about diversity 

 A person with biases will not necessarily always act in biased ways 

 It is possible to consciously override bias. 
 

 
Display tips on how to combat unconscious bias as a leader in their organization 
 
 
 

Step 9: Summarize this session 

Summarize the session by stating that unconscious bias is one of the hindrance that has a great 

impact on gender equality in all societies. Every one of us has unconscious biases. However, 

unconscious bias can be manageable if anyone can be consciously practice leadership and 

management. And gradually, the degree of unconscious bias can be minimized so that it is possible 

to have more women experts and leaders leading AGP2 and the agricultural sector in Ethiopia.  
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Unit Title 2.3 Human motivation, employee recognition and rewards   
Materials Required Participant book  

Start Time/Duration 2:00 – 3:15   

Objectives Participants will: 
 Understand one of the most important human motivation theories in use 

today 
 Understand the value of rewarding and recognizing staff (“followers”), 

and how to use innovative ways of providing recognition. 
 

Step 1:   What motivates people? Group brainstorm (15 minutes) 
Facilitator facilitates a group brainstorm, and writes ideas on a flip chart. Make sure to 
solicit ideas from each table.  

 
Facilitator asks:  
 

 What do you notice about this list? 

 As leaders, what things on this list do you do you already do to motivate staff? Ask 

participants to share 1-2 examples.  

 What does the situational leadership model say about human motivation (discuss in pairs).  

 
 
Step 2:  Research on human motivation – Lecturette + Examples (30 minutes) 

The facilitator says:  

 

You will find a summary of the research on human motivation beginning in the early 1900s. We have 

learned a lot over the years about what motivates people, and the theories have changed 

significantly over this time.  

 

We will discuss one theory today developed by Frederick Herzberg. He developed the theory as a 

result of a study of professionals (accountants and engineers), which he described in his book 

“Motivation to Work”. The book was published in 1960 (over 50 years ago), but has been reprinted 

12 times, and the last time was in 2009. The theory is called: 

 

 Two Factor Theory of Work Motivation 

or 
 Motivation-Hygiene Theory  

 

Motivation-Hygiene Theory 

Herzberg was less interested in style of management and investigated what could be done with the 

job itself to motivate the worker. Herzberg asked workers to rank various job-related factors in order 

of importance to sparking employee motivation – what was the enthusiasm that would prompt 

them to work to their highest potential.  

 
The results: 

 Better security or higher wages are “ hygiene” factors.  Their absence will de-motivate 

employees but after a while higher wages are taken for granted and their presence will not 

motivate.   
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 Kind words of recognition or internal sense of achievement, etc. are the key drivers of 

worker motivation. 

  

Herzberg's findings revealed that certain characteristics of a job are consistently related to job 

satisfaction, while different factors are associated with job dissatisfaction. These are: 

 

The opposite of Satisfaction is No Satisfaction. 

 

The opposite of Dissatisfaction is No Dissatisfaction.  

 

Remedying the causes of dissatisfaction will not create satisfaction. Nor will adding the factors of job 

satisfaction eliminate job dissatisfaction.  

 

Example: If you have a hostile work environment, giving someone a promotion will not make him or 

her satisfied.  

Example: If you create a healthy work environment ((pay, job security, good management) but do 

not recognize or promote members of your team, the work they're doing will still not be satisfying.  

 

According to Herzberg, the factors leading to job satisfaction are "separate and distinct from those 

that lead to job dissatisfaction." Therefore, if you set about eliminating dissatisfying job factors you 

may create peace, but not necessarily enhance team performance. This placates your workforce 

instead of actually motivating them to improve performance. 

 

The characteristics associated with job dissatisfaction are called hygiene factors, or in other words 

“maintenance” or “foundational” factors. When these have been adequately addressed, people will 

not be dissatisfied BUT nor will they be satisfied.  

 

If you want to motivate your team, you have to focus on satisfaction factors like achievement, 

recognition, and responsibility.  

 

Factors for Satisfaction Factors for Dissatisfaction 

Sense of achievement Company policies 

Earned recognition  Supervision and fairness 

Interest in the work itself Relationship with supervisors and peers 

Increased responsibility  Work conditions 

Opportunity for advancement  Salary  

Opportunity for growth Status  

 
Job security 

 

In relation to increasing job satisfaction, Hertzberg suggested a number of ways leaders and 

managers can motivate their staff. “job enrichment” which can be defined as: 
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Job enrichment seeks to improve task efficiency and human satisfaction by means of building into 

people’s jobs, quite specifically, greater scope for personal achievement and its recognition, more 

challenging and responsible work, and more opportunity for individual advancement and growth. It 

is concerned only incidentally with matters such as pay and working conditions, organizational 

structure, communications and training, even though these too may be important factors.  

 
Job enrichment is a common motivational technique used by organizations to give an employee 

greater satisfaction in his work. It means giving an employee additional responsibilities previously 

reserved for his or her manager or other higher-ranking positions. In essence, an enriched job gives 

the employee more self-management in his/her duties. 

Job enrichment, job rotation and job enlargement are three examples of ways employers try to 

make jobs more satisfying. Whereas “job enlargement” adds broader responsibilities to a position, 

“job enrichment” gives the employee more vertical authority. The objective is to give an employee 

more personal accountability for the work that s/he does. By doing so, the employer hopes that s/he 

feels more of a sense of self-worth from her/his role in the business. 

Autonomy 

A primary trait of job enrichment is autonomy, meaning that the employee has less responsibility to 

report on her/his work tasks to a supervisor. This frees her/him to focus more on her/his work, 

making decisions and working to accomplish company and career goals. Enrichment reduces that 

potential of micromanagement from a supervisor, which can oppress and demoralize an otherwise 

competent and capable employee. 

Benefits to the Company 

Companies turn to job enrichment as a way of boosting the organizational morale. The more 

valuable each employee feels, the more motivated they are to produce top results. Also, companies 

can operate more efficiently when employees bear significant responsibility for their work and 

results. In some cases, using enrichment can minimize layers of management. Plus, with job 

enrichment, employees learn more vertical skills that equip them for a higher level position. 

Benefits to the Employee 

Employees are more mentally stimulated when they take on decision-making roles. This keeps them 

mentally focused on their tasks and the objectives of the company. Also, ambitious employees are 

more likely to stay with an employer if they are trusted to perform higher level duties. Better career 

opportunities may also come as you train for new skills and learn how to work through important 

workplace problems and solutions. 
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Step 3: Reflection and Analysis 

The facilitator asks participants to do the following: 

 

3a. Think about AGP2 and the tasks that need to be accomplished: 

 
 Reporting 

 Monitoring 

 Training 

 Procurement 

 Financial management 

 Addressing cross-cutting themes 

 
Write down your reflections. 
 

3b. Think about Hertzberg’s motivation theory in relationship to the overall readiness level of 

individuals on your team.  
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 What do you realize? What do you notice? 

 What do you need to start doing more of with specific individuals in relation to specific tasks? 

 
Ask the whole group to brainstorm how leaders can motivate staff in the following situations: 

 
Scenarios: 

 

 Mohammed is very skilled at writing the AGP2 semi-annual report.  

o What should you do as a leader to motivate him? (example of responses: recognize 

him in front of his peers; buy him lunch). Improve job satisfaction. 

 Sileshi does not get along with you as his boss.  

o What should you do as a leader? (initiate a difficult conversation with Sileshi to 

discuss ways to work better together; agree to disagree; self-assess your role as 

leader) 

o Will your efforts support avoiding job dissatisfaction or promoting job satisfaction? 

(job dissatisfaction) 

 Meseret is a young, attractive engineer who works with mostly young male engineers. You 

have observed her moving away from the young men and sitting away from the team, 

because she is teased often by them. Her work performance has declined recently.  

o What should you do as a leader to motivate Meseret?  

o Will your efforts support avoiding job dissatisfaction or promoting job satisfaction? 

(job dissatisfaction)  

 Yobi is a junior agricultural extension expert but is very hard working and skilled.  

o What should you do as a leader to motivate her? (coach her, recognize her efforts, 

give her increasingly more responsibility (job enrichment),  

o Will your efforts support avoiding job dissatisfaction or promoting job satisfaction? 

(job satisfaction). 

 

Step 4:  Think – Pair – Share Exercise (5 minutes) 

Considering Hertzberg’s Motivation Hygiene Theory, it is very important for leaders to manage the 

hygiene factors for their teams, but to also motivate teams. AGP2 leaders and managers generally 

can influence job satisfaction factors more easily that job dissatisfaction factors.  

 

One strategy all leaders can engage in more often is recognizing and rewarding their staff.  

 

Ask participants the difference between employee’s recognition and reward?  

Let volunteer participants explain the difference between employee’s recognition and reward.  

 

Employee recognition is the timely, informal or formal acknowledgement of a person’s or team’s 

behavior, effort or business result that supports the organization’s goals and values, and which has 

clearly been beyond normal expectations. 

 

Rewards are usually something which you can touch, feel, and experience. Rewards can also be of a 

specific amount. Recognition, on the other hand, is invisible in nature and it is priceless in terms of 

value. An individual can be recognized without being giving a reward. However, a reward should 

never be given without giving recognition. 

https://www.employeeconnect.com/blog/the-link-between-great-customer-experience-and-employee-enagement/
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Rewards are consumed; recognition is experienced. When an individual receives an award, it is 

spent or consumed. When an individual is recognized, it is more of a personal experience, and of the 

best form which tends to last forever in one’s memory.  

 

Through careful balance of the two, leaders can address the unique differences among staff.  

 

Step 5: Importance of Employee Recognition 

Appreciation is a fundamental human need. Employees respond to appreciation expressed through 

recognition of their good work because it confirms their work is valued. When employees and their 

work are valued, their satisfaction and productivity rises, and they are motivated to maintain or 

improve their good work.  

 

Ask the whole groups to mention some advantages of recognition?  

 

Advantages 

 Increased individual productivity – the act of recognizing desired behavior increases the 

repetition of the desired behavior, and therefore productivity. This is classic behavioral 

psychology. The reinforced behavior supports the organization’s mission and key 

performance indicator 

 Greater employee satisfaction and enjoyment of work - more time spent focusing on the job 

and less time complaining. 

 Direct performance feedback for individuals and teams is provided.  

 Higher loyalty and satisfaction scores from customers. 

 Teamwork between employees is enhanced.  

 Retention of quality employees increases – lower employee turnover. 

 Better safety records and fewer accidents on the job. 

 Lower negative effects such as absenteeism and stress.  

 

Disadvantages 

 Time taken to give recognition. 

 Time and cost of teaching people how to give recognition. 
 

 

Step 6: Share experiences 

How do you practice employee recognition?  Ask participants to share their experiences at work 

place? 
 

https://www.employeeconnect.com/blog/10-employee-recognition-ideas-to-maximise-employee-engagement/
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Allow three up to four individuals to share their experiences and summarize as follows. 

Step 7: How to Give Recognition 

 

The best formula for recognizing an individual for their efforts is: 

 

 Thank the person by name. 

 Specifically state what they did that is being recognized. It is vital to be specific because it 

identifies and reinforces the desired behavior. 

 Explain how the behavior made you feel  

 Point out the value added to the team or organization by the behavior.  

 Thank the person again by name for their contribution.  

 

It is not up to leaders and managers alone to give recognition to others. Peers can recognize their 

colleagues. Peers can recognize their leaders. Most importantly, giving recognition must be 

authentic. Recognition is ineffective if it is not genuine. 

 

Rewards can be: 

 Books 

 Yearly Agendas 

 Laptop/document bags 

 Others? 
 

Step 8: Independent Read: How to Destroy Motivation at Work 
 

This article below can be found in the participant book. The facilitator may choose to summarize this 

article or ask participants to read it for homework.  

Note: this article has been adapted from a number of articles available through the internet, and 

compiled by Arthur Delabie, an international leadership consultant.  It builds on Hertzberg’s findings 

about human motivation.  

 

Which factors contribute to job dissatisfaction? Which factors contribute to reducing job 

satisfaction? 

 
1. Treat Employees like children. 

Employees are adults with lives. They largely manage families, investments, day-to-day living, 

and everything that a life entails. Doesn't it seem silly to fail to recognize this at work? Why do 

so many leaders feel they need to tell adult employees what to do and micromanage their 

every action? 

 
2. Make rules for everybody because of the behavior of a few. 

Organizations need policies and rules to create a legal, ethical, effective workplace. They do not 

need a policy to solve every problem. Yet, so many organizations make policies to prohibit or 

address the behavior of only a few employees. Why burden all employees with a policy or a 
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procedure when you can individually address the behavior of the few low performing 

employees? 

 
3. Focus on mistakes and errors no matter how trivial they are in comparison with successes. 

This is especially a problem at weekly meetings and during periodic performance evaluations. 

Managers must provide balanced feedback. However, if an employee is making mistakes most of 

the time, it may be time to consider termination because the employee is not in the right job for 

his or her skills and capabilities.  

 

For employees who perform satisfactorily, do not on only one problem areas as this will destroy 

the employee’s confidence and self-esteem, and make the employee more error-prone. 

 
4. Apply policies unfairly and inequitably 

There is a reason why your Human Resources manager asks you if you have applied the same 

rules, expectations, and disciplinary actions to each person on your team. Inequities are visible 

to employees who are quick to complain, or who feel targeted. They can accuse you of playing 

favorites. When inconsistent, unreliable actions are taken and impulsive decisions are made by a 

manager, employees lose faith and confidence. Their motivation at work disappears and 

eventually, they leave the job or stop performing. 

 
5. Put down employees’ initiative and ideas 

Not every employee idea is going to be a good idea. But not every employee idea is worthless.  

But, all employee ideas have merit. If nothing else the initiative and motivation that inspired the 

employee to seek to solve a problem or please a customer, is worth nothing. For employee 

motivation at work, every idea deserves consideration and feedback.  

 
6. Tell employees that they’re empowered and then retain veto power over the smallest 

decisions. 

Employees learn quickly what you really mean when you say you’re a democratic leader who 

wants to empower others. In your organization, managers may promote empowerment, but 

employees know that the organizational hierarchy or chain of command is the all-powerful ruler. 

 

In fact, managers may be just as unable to make decisions. So, don’t try to fool them; let 

employees know what they actually control. Clear expectations are more important than 

constant friction. You’ll reduce motivation less by telling the truth about your expe. 

 
7. Talk for the majority of the time in meetings, coaching sessions, and performance reviews  

Only a few employees will find a work environment in which he or she talked at motivating. But, 

it happens frequently. Even in organizations that encourage employee involvement, managers 

are not always skilled at discussing performance with employees. 

 

The manager may be afraid that if s/he stops talking, the employee will make demands s/he 

can’t fulfill. The manager may be uncomfortable with silence while the employee gathers her/his 

thoughts. Whatever the reason, if the manager talks 50+ minutes of a one hour meeting, a 

problem will exist with employee motivation at work. 
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8. Violate employee confidentiality by sharing information inappropriately 

The foundation for an employee’s relationship with her manager and her motivation at work is 

trust. Once violated, trust is difficult, and may be impossible, to be rebuild. Before a manager 

shares an employee’s confidence with another employee, she needs to have permission from 

the employee-and a good business reason must exist. 

 

To randomly mention an employee’s personal business, thoughts, or confidences to another 

employee is a severe violation of a manager’s ethical responsibility. Secondary damage occurs, 

too. The employee with whom the manager shared the confidential information will never trust 

the manager either- and she will tell the employee whose confidence the manager violated. 

 
9. Measure employee’s performance based on areas of work they can’t control 

You can destroy employee motivation at work by focusing on performance areas that the  

employee does not control. If seeds or fertilizer do not get delivered to the DAs on time, do not 

assess the DAs’ performance based on the timely delivery of seeds to farmers.  

 
10. Set unattainable goals and penalize employees for not meeting them. 

Typically, the practice of determining goals for a directorate or department can come from the 

top of the institution. This works when the senior goal setters are in constant communication 

with those who implement the work. Their guidance should help frame the goals. But, too often, 

the goals are set with little communication and feedback, and the people in the field are 

distressed from the beginning with goals that they believe are unattainable. Employees need to 

participate in setting goals and thus accept responsibility for achieving them. This is what makes 

organizations work. 
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Unit Title 2.4 Emotional Intelligence  
Materials Required Participant book 

  

Start Time/Duration 3:30 – 4:45    

Objectives  Participants will: 
 Understand the importance of  emotional intelligence as it relates to 

situational leadership 
 Understand how to improve upon aspects of EQ  

Facilitator Tip Take the EQ quiz. How high is your EQ?  
Think about leaders you have worked for, or with? What has their EQ been 
like? Prepare a story of someone with either an exceptional or very low EQ. 
 
The facilitator needs to think about ways to improve each of the EQ aspects in 
preparation for facilitating the activity in Step 4.  
 

 

Step 1: Experience -   Listen to an EQ Story / Complete the EQ Quiz  

 

EQ Story  

 

Facilitator tells a personal story about themselves or someone else that demonstrates either the 

positive or the negative result of one’s EQ. For example, perhaps when I am tired, I do not self-

manage well, and this means that I am rude and short tempered. This impacts my relationships with 

my family and my colleagues.  

 

Ask participants to complete the EQ quiz in their participant book.  

 

 

EQ Self-Assessment Sampler 
1. You are feeling depressed and a friend asks you how you are doing. You are more likely to 

respond: 

a. Great! 

b. Fine, thanks. 

c. I don’t know. Okay, I guess.  

d. Not so great. 

e. I feel depressed. 

 
2. When the person you are in a relationship with says something that hurts your feelings, you: 

a. Leave them. 

b. Avoid them. 

c. Try to hurt them back. 

d. Say “you really hurt my feelings”. 

e. Say “I feel hurt by that”. 

 
3. When someone discovers that you have made a mistake, you: 

a. Deny it. 

b. Blame someone else. 

c. Defend yourself. 
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d. Remind them of when they made a mistake. 

e. Thank them.  

 
4. When you feel afraid about something, you: 

a. Worry and worry and worry some more 

b. Try not to think about it. 

c. Ignore it and hope it goes away. 

d. Consider how possible it is your fear will come try and think about options.  

 
5. When someone tells you that you upset them, you: 

a. Say they are just too sensitive 

b. Say you were joking 

c. Say you’re sorry and ask questions to understand exactly what upset them.  

 

In the quiz, the last answer in each question is the one that displays the highest level of emotional 

intelligence. If you chose a different answer, then congratulations – you have already identified an 

area of emotional awareness that you can begin to improve. If you chose all of the last answers, 

remember that this is only a sampling of the types of emotional situations that we face in any given 

day. You will need to continue to pay attention to what you are feeling in order to locate areas for 

improvement.  

 

There is an EI assessment tool that is very simple to use. It is free too! You simply ask others for 

feedback about your strengths and weaknesses. You don’t do this with just anyone – you would do it 

with people that you trust and with whom you have an important relationship. For example, you 

could ask your spouse, boss, subordinates, children or close friends. You let them know that you are 

trying to learn how to interact with others and you want them to feel free to say what they really 

think.  

 

Step 2: Reflection  

 

 What was it like to take the quiz? 

 What did you already know about yourself that this quiz confirmed? 

 What new things did you learn about yourself?  

 

Step 3: What does “emotional intelligence” mean? 

 

 

The study of emotional intelligence has its roots in 

the work of Darwin who posited that emotional 

expression was essential for survival. 

 

 

Emotional intelligence is:  
 An array of non-cognitive capabilities, competencies, and skills that influence one’s ability to 

succeed in coping with environmental demands and pressures” (Dr. Bar-On, 1997) 
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There are five components of emotional intelligence: 

Component Definition Indicators 

Self-Awareness The ability to recognize and understand your moods, 
emotions, and drives, as well their effect on others  

 Self-confidence 
 Realistic self-assessment 
 Humility/ self-deprecating 

sense of humor 

Self-regulation The ability to control or redirect disruptive impulses 
and moods 
The tendency to suspend judgment – to think before 
acting  

 Trustworthiness and integrity  
 Comfort with ambiguity  
 Openness to change  

Motivation  A passion to work for reasons that go beyond money 
or status 
A tendency  to pursue goals with energy and 
persistence  

 Strong drive to achieve 
 Optimism, even in the face of 

failure 
 Organizational commitment  

Empathy The ability to understand the emotional makeup of 
people 
Skill in treating people according to their emotional 
reactions  

 Expertise in building and 
retaining talent  

 Cross-cultural sensitivity 
 Service to others  

Social skills Proficiency in managing relationships and building 
networks 
An ability to find common ground and rapport  

 Effectiveness in leading change 
 Persuasiveness  
 Expertise in building and 

leading teams  

Adapted from Goleman, 1998 

 

Can emotional intelligence be learned?  

Yes, but not in the same way as one learns new ideas or concepts.  

 

Emotional intelligence is more about how one acts and behaves than about what one knows and 

understands. The limbic system of the brain is responsible for one’s emotional intelligence.  

However, far too many training programs that are designed to build leadership skills, including 

emotional intelligence, fail - why, because they focus on the wrong part of the brain.  

 

“Emotional intelligence is born largely in the neurotransmitters of the brain’s limbic system, 

which governs feelings, impulses, and drives. Research indicates that the limbic system 

learns best through motivation, extended practice, and feedback. Compare this with the 

kind of learning that goes on in the neocortex, which governs analytical and technical ability. 

The neocortex grasps concepts and logic... it is also the part of the brain targeted by most 

training programs aimed at enhancing emotional intelligence.... to enhance emotional 

intelligence, organizations must refocus their training to include the limbic system. It takes 

much more time and requires an individualized approach and coaching support. ... It’s 

important to emphasize that building one’s emotional intelligence cannot - will not - happen 

without sincere desire and concerted effort” (Goleman, Harvard Business Review, 1998, 

page 97).  

 

One thing is certain: emotional intelligence increases with age. It is called maturity 

 

What is the relationship between IQ and EQ?  

Just because you have a high IQ does not mean that you know and understand your own emotions 

and those of others for greater interpersonal effectiveness.  
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How does emotional intelligence relate to the results of the Athena Doctrine research?  

Many of the components of EQ could be considered “feminine” characteristics such as: 
 Empathy 

 Good listener (social skills) 

 Humility (self-awareness) 

 Selfless (social skills) 

If you would like to learn more about emotional intelligence, please read the following articles and 

go to this website to download a free electronic book: http://bookboon.com/en/emotional-

intelligence-ebook 

 

Step 4: Action and Planning  

 

Ask participants to move into mixed groups, organized by EQ component. 

 

Each group will discuss the EQ aspect AND generate at least 5 ways one can improve in this EQ area. 

For example, if one has low motivation, what strategies can improve motivation?  

 

Ask groups to report back one strategy to the whole group.  

 

The facilitator says: 

 

EQ can be learned. Improving your EQ can improve relationships with your boss, co-workers, 

followers and with your family – your wife/husband, children, parents and siblings.  

 

 What do you need to improve?  

 How are you going to improve your EQ? 

 What relationships will improve if you work on this aspect(s) of your EQ? 

 How are these improvements going to contribute to AGP? 

 Out of 10 (with 10 being the strongest), how much do you want to make these 

improvements? 

 

Share your plans with the person next to you.  

http://bookboon.com/en/emotional-intelligence-ebook
http://bookboon.com/en/emotional-intelligence-ebook


 

 

Day 3 

 



 

Leadership Facilitator’s Guide for AGP2 Managers Agriteam Canada Consulting Ltd. 
AGP2 Capacity Development Support Facility 62 October 2018 

DAY 3 SESSIONS 

Unit Title 3.1. TIME MANAGEMENT: How Good Is Your Time Management? 

Materials Required  Time management assessment sheet (in participant book) 

 Time management scoring sheet (in participant book) 

 Covey’s Four Quadrants for time management 

Start Time/Duration 9:15 – 10:30 , 75 minutes  

Objectives Participants will: 

 Evaluate personal time management practices and understand the status 

of time utilization 

 Begin developing strategies for effective time management practices  

Facilitator Tip   Read the participant book about time management; complete the 

questionnaire and understand your own score. Identify 2-3 strategies you 

are going to use to improve your own time management, so that you can 

share these with the participants. 

 Complete the Time Matrix for next week, so you know how hard it is to 

complete, and you can also share this with the participants.  
 

Step 1:  Private Write – Why Do I Run out of Time ? 
Ask participants to write down the answers to the following questions: 

 

 How many of you feel you manage your time well? 

 How often do you find yourself running out of time? Weekly, daily, hourly?  

 Why do you find yourself running out of time? 

 

For many people, it seems that there's just never enough time in the day to get everything done. 

 

Facilitator says: when you know how to manage your time, you gain control of what you want to 

achieve. It will also allow you to have time to think more like a leader, and to consider the 

organization’s vision, long term goals, and staff performance and promotions.  

 

Let’s find out more about your time management skills. Please complete the self-assessment in your 

participant book. Answer the questions as honestly as possible.  

 

Step 2:  Identifying Ways to Improve Time Management  
Once all participants have completed the self-assessment, put the score sheet on the ppt so that 

they can score themselves.  

  



DAY 3 SESSIONS 

Leadership Facilitator’s Guide for AGP2 Managers Agriteam Canada Consulting Ltd. 
AGP2 Capacity Development Support Facility 63 October 2018 

TIME MANAGEMENT SCORING 

 

Task Not at all Rarely Sometimes Often Very Often 

1 The tasks I work on are the 
ones with the highest priority. 

1 2 3 4 5 

2. I find myself completing tasks 
at the last minute, or asking for 
extensions. 

5 4 3 2 1 

3. I set aside time for planning and 
scheduling. 

1 2 3 4 5 

4 I know how much time I spend 
on each of the various tasks I 
do. 

1 2 3 4 5 

5. I find myself dealing with 
interruptions. 

5 4 3 2 1 

6. I use goal setting to decide 
what tasks and activities I 
should work on. 

1 2 3 4 5 

7. I leave contingency time in my 
schedule to deal with the 
“unexpected”? 

1 2 3 4 5 

8. I know whether the tasks I am 
working on are high, medium or 
low value. 

1 2 3 4 5 

9. When I am given a new 
assignment I analyze it for 
importance and prioritize it 
accordingly. 

1 2 3 4 5 

10. I am stressed out about 
deadlines and commitments. 

5 4 3 2 1 

11. Distractions keep me from 
working on critical tasks. 

5 4 3 2 1 

12. I have to work after hours 
(evening, weekends) in order to 
get all my work done. 

1 2 3 4 5 

13. I prioritize my To Do list or 
Action Program. 

1 2 3 4 5 

14. I confirm my priorities with my 
boss. 

1 2 3 4 5 

15. Before I take on a task, I check 
that results will be worth the 
time put in. 

1 2 3 4 5 
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Score Interpretation 

Score Comment 

15 – 30 Ouch. The good news is that you've got a great opportunity to improve your 

effectiveness at work, and your long-term success! However, to realize this, 

you've got to fundamentally improve your time management skills. 

(Read below to start.) 

31 - 45 You're good at some things, but there's room for improvement elsewhere. 

Focus on the serious issues below, and you'll most likely find that work 

becomes much less stressful. 

46 – 75 You're managing your time very effectively! Still, check the 

sections below to see if there's anything you can tweak to make this even 

better. 

 

Tell participants as they answered the questions, they probably had some insight into areas where 

their time management could use some help. The following is a quick summary of the main areas of 

time management that were explored in the quiz, and a guide to the specific tools you can use for 

each. 

 

1. Goal Setting (Questions 6, 10) 

To start managing time effectively, you need to set goals. When you know where you're going, you 

can then figure out what exactly needs to be done, in what order. Without proper goal setting, you'll 

fritter your time away on a confusion of conflicting priorities. 

 

2. Prioritization (Questions 1, 4, 8, 13, 14, 15) 

Prioritizing what needs to be done is especially important. Without it, you may work very hard, but 

you won't be achieving the results you desire because what you are working on is not of strategic 

importance. 

 

We will discuss this strategy more below when we talk about the Time Management Matrix.  

 

3. Managing Interruptions (Questions 5, 9, 11, 12) 

Having a plan and knowing how to prioritize it is one thing. The next issue is knowing what to do to 

minimize the interruptions you face during your day. It is widely recognized that managers get very 

little uninterrupted time to work on their priority tasks. Urgent Requests from your superiors, boss, 

phone calls, information requests, questions from employees, and a whole host of events happen 

unexpectedly. Some do need to be dealt with immediately, but others need to be managed.  

 

We will discuss how to better manage interruptions a little later on in this session.  

 

4. Procrastination (Questions 2) 

"I'll get to it later" has led to the downfall of many a good employee. After too many "laters" the 

work piles up so high that any task seems insurmountable. Procrastination is as tempting as it is 

deadly. The best way to beat it is to recognize that you do indeed procrastinate. Then you need to 

figure out why. Perhaps you are afraid of failing? (And some people are actually afraid of success!) 

Once you know why you procrastinate then you can plan to get out of the habit. 
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5. Scheduling (Questions 3, 7) 

Much of time management comes down to effective scheduling of your time. When you know what 

your goals and priorities are, you then need to know how to go about creating a schedule that keeps 

you on track and protects you from stress. This means understanding the factors that affect the time 

you have available for work. 

 

Step 3:  How to prioritize work: Steven Covey’s Time management matrix 
Facilitator explains: 

 

A famous American named Steven Covey wrote a book in 1989 called the Seven Habits of Highly 

Effective People. The book included a very simple time management matrix. The Steven Covey time 

management grid is an effective method of organizing your priorities. It differentiates between 

activities that are important and those that are urgent. 

 

 Important activities have an outcome that leads to the achievement of your goals, 

whether these are professional or personal 

 Urgent activities demand immediate attention, and are often associated with the 

achievement of someone else's goals. 

 

QUADRANT 1 QUADRANT 2  

Urgent  Not Urgent 

Im
p

o
rt

an
t 

EXAMPLES: 
 
 Food insecurity issues 
 High spread of newly identified pests  
 Farm fire fighting  
 Fertilizer/pesticide/seed distribution 

campaign  
 Routine management and leadership 

activities   

EXAMPLES 
 Weekly management meeting 
 Relationship building 
 Long term planning for yourself and 

your organization 
 Attending workshops/trainings for 

personal development  
 Annual report (should be planned) 
 Monthly/quarterly supervision to Zonal 

and Woreda Experts 
 Experience sharing visits  

 

QUADRANT 3 QUADRANT 4 

N
o

t 
Im

p
o

rt
an

t 

EXAMPLES  
 

 Interruptions 
 Some calls 
 Some reports 
 Some meetings 
 Some data collection 
 Some form filling  

EXAMPLES  
 

 Busywork  
 Checking Facebook or the news 
 Television 
 Drinking beer 
 Drinking coffee 
 Gossiping  
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Let’s discuss each quadrant: 

 

Quadrant 1: Urgent-Important 

These are the most pressing of tasks we'll likely get to this week.  These are the crises that 

erupt.  The most pressing meetings or deadlines fall into this category.  When we do fire-fighting, it's 

all relating to tasks in this quadrant. 

 

Quadrant 2: Not Urgent - Important  

These are the things that matter in the long-term but will yield no tangible benefits this week or 

even this year.  They are things we know we need to get to but probably will push off or delay, week 

after week.  It's doing some professional reading. Relationship-building, and some long-term 

planning.  Thinking critically about your staff and how to better support them. Tasks include solving 

complex problems, after some focused reflection (instead of reaction).  

 

Quadrant 3: Urgent - Not Important 

These tasks are the biggest reason we're not more successful in the long-term.  They clog up our time 

today but, when we look back at these things at the end of the week, we'll have to admit they were 

a waste of time.  These are interruptions that happen, such as phone calls.  These are poorly 

thought-out meetings that soak up our time, but which we have to attend because we already 

accepted the invite. These are other activities which we tell ourselves in the moment that we must 

do but -- if we stopped ourselves to really think about -- we'd realize they aren't that important. 

 

Quadrant 4: Not Urgent - Not Important  

These things we do because we feel like we're tired and need a break.  It's watching a mindless TV 

show at the end of the day.  It's checking and rechecking Facebook and Twitter during the day, 

because we think we might miss something.  It might be gossiping about a co-worker, or talking all 

the time about the political situation.  We prioritize these things in the moment and obviously derive 

some pleasure from them, but they are really not urgent or important.  Yet, we'd be amazed how 

much time we waste in a given week on these tasks. 

 

Advice from Eric Jackson, a Forbes Magazine contributor, and a business person about how to use 

the matrix (https://www.forbes.com/sites/ericjackson/2012/07/24/the-only-thing-you-need-to-

remember-about-the-seven-habits-of-highly-effective-people/#99c7ed867f72): 

 

If you simply spend 30 minutes at the beginning of each week’s thinking about these four 

quadrants and what you want to spend your time on in the coming week, you will be ten 

times more productive than you usually are. 

 

What you'll quickly realize is that you've only been spending time on urgent tasks each 

week.  It's a constant fire-drill.  You're simply trying to get one thing off your plate, so you 

can breathe for half a second and get to the next emergency to get off your plate. 

 

If someone stopped you and asked you whether the way you're spending your time on these 

urgent tasks is helping you to get to your long-term goal (whatever that is) of, for example, 

starting your own company, getting into a new industry, or reaching your next big job 

https://www.forbes.com/sites/ericjackson/2012/07/24/the-only-thing-you-need-to-remember-about-the-seven-habits-of-highly-effective-people/#99c7ed867f72
https://www.forbes.com/sites/ericjackson/2012/07/24/the-only-thing-you-need-to-remember-about-the-seven-habits-of-highly-effective-people/#99c7ed867f72
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promotion, you'd probably say: "No, but I just need to get this stuff done to clear up time on 

my schedule so that I can do those things." 

Only, guess what? You'll never clear up time on your schedule. You'll always be drinking 

from the firehose on these urgent tasks. 

 

In fact, things in business since the 7 Habits book was published in 1989 have only made us 

more focused on Urgent stuff.  Think about it.  Email, the Internet, Cell Phones, 

Twitter.  Back in 1989, people used to pack up at 5pm on Friday and be gone until Monday 

morning at 9am.  Now, we're always connected and ready to respond to the latest issue. 

 

You never have to worry about the tasks in Quadrant 1 (the urgent and important 

tasks).  You'll always have to take care of them. 

 

You have to - as much as you can - eliminate the Quadrant 4 tasks (not urgent and not 

important).  Just say no to Facebook.  Shut them off..  They're a time suck.  Mark 

Zuckerberg has built a $100 billion empire off our inability to stop doing Quadrant 4 stuff! 

 

You also need to severely restrict the Quadrant 3 stuff (urgent and not important).  Most of 

us don't realize how much of this stuff we do every day and we think it's important when it's 

really not.  With better awareness and better planning, you can really cut this stuff down. 

 

The most important thing you can do in your career relating to this simple two-by-two 

matrix is to do some Quadrant 2 stuff (not urgent but important) every day.  At least 10% of 

your day needs to be devoted to this important but not urgent stuff.  Ideally, you're 

spending 30% of every day on this. 

 

You will not see flowers from planting these seeds for several months if not a 

year.  However, if you keep with it, making it part of your regular routine, you will absolutely 

be blown away with the results in a year or so from now. 

 
Step 4:  Action: Plan Your Time Next Week  
Facilitator says: 
 
Considering the self-assessment, and the Four Quadrants Time Matrix, prepare a Time Matrix for 
next week. Organize ALL of the tasks for the week into the four quadrants.  Plan for interruptions. 
Plan for self-learning and for long term planning.  

 

Facilitator asks participants to share their Time Matrix with someone at their table.  

 

In closing, the facilitator asks: 

 

1. By managing your time better, how will AGP2 performance improve? Be specific. 

 
  

http://www.forbes.com/profile/mark-zuckerberg/
http://www.forbes.com/profile/mark-zuckerberg/
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Unit Title 3.2. Pulling it All Together / Action Planning  

Materials Required  Action plan template in the participant book  
 Blank side of used paper (A4) for each participant 
 Training Evaluations (for each participant)  Annex B and C 
 Participant Certificates (for each participant) 
 Two Situational Leadership posters per woreda 

Start Time/Duration 11:15 – 12:30  

Objectives Participants will: 
 Develop an action plan  
 Complete the training evaluations (2)  
 Celebrate their completion of the Leadership Course by getting a 

certificate  

Facilitator Tip   Make sure a copy of each participant’s action plan is made. Copies of the 
action plans should go to the R-CDSs and/or ZCDOs so they can support 
the woreda managers to follow up on their action plan as part of CDSF’s 
JES.    

 

Step 1: Preparing Action Plan (30 minutes) 
 
The facilitator explains the importance of the action plan to ensuring leaders and managers 
work on their own leadership skills. 
 
The facilitator asks the group: 
 

 What have you learned in this training?  

 What knowledge, skills and attitudes have you learned? 
 
Facilitator records ideas on the flip chart, writing clearly so that the participants can refer to 
the list later.  
 

 What competencies are most important to supporting improved AGP2 
implementation? 

 What competencies do you want to improve? 
 

Ask the participants to complete the action plan template. Make copies of the template.   
 
Ask the participants to write one action in big letters on piece of paper, filling the page. Post 
these actions on one wall. Take a photo of the group in front of the action wall. 
 
Once all participants are finished, explain the role of CDSF in supporting them to achieve 
these changes in their leadership practice. Training is not enough - it does not lead to 
change. Ongoing support back in the workplace is the method of ensuring lasting behavior 
and skill change, even for leaders.  
 
Step 2:  Training Evaluations  
 
Ask participants to complete the KSA Training Evaluation, thinking carefully about what they 
knew before the training compared to what they know now.  
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This KSA Evaluation (Annex B) is for the review and analysis of facilitators. It tells us how well we 
taught the course, and what areas need improvement. The results of this evaluation should be 
reported in the activity report for this work.  
 
The Relevance and Satisfaction Participant Evaluation (Annex C) is to be completed by all 
participants; collected, reviewed by the facilitators, and then entered into the database.  
 
Both evaluations are important for the facilitators in terms of learning from this experience.  
 
Step 3: Certificates and Closure 
 
Together with the most senior person in the room, distribute certificates to each participant, and 
make inspiring, closing comments based on your observations of the group. Distribute the coloured 
situational leadership poster to each woreda at this time. It is a time for celebration! 
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ANNEX A: IMPROVING MY LEADERSHIP COMPETENCIES 

ACTION PLAN 

 

Name: Region/Woreda: 

Position: Date: 

 

 Competency 

Objective 

How? 
(steps required to integrate competency 

into current practice) 

Support 
Needed? 
(Who can 
help you?) 

How will we know you have 

changed? 

A  1. 

 

2. 

 

3.  

  

B  1. 

 

2. 

 

3.  

  

C  

 

 

 

1. 

 

2. 
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ANNEX B: KNOWLEDGE AND SKILL PARTICIPANT EVALUATION 

CDSF requests your assistance in evaluating this capacity development event. As part of this 
evaluation, please provide CDSF with information about your experience. The data compiled will be 
used to improve future capacity development events and facilitation processes. CDSF staff will be 
monitoring the overall effectiveness of capacity development events.  
 

Participant: Mobile Number  

Gender: Male      □                               Female      □ 

Activity Number and Name 2112  Leadership Training for AGP2 Managers 

Start date  

End date  

Training location  

Region (where you come from)  

 
Please rate your level of agreement as per the rating scale below (Likert). 

 
Section A: Assessment of Learning - Knowledge and Skills Gained  
 
Please reflect on your knowledge and skills gained through this capacity development event. Rate 
your level of agreement using an X with each statement from two perspectives: before the event 
and after the event.  

Before the 
training 

Knowledge and Skills Gained  After the 
training 

1 2 3 4 5 1 2 3 4 5 

 x     A.1    I understand how R4 followers can become R3 followers      

     A.2    I understand how to support women employees to perform 
better and get more opportunities.  

     

     A.3     I understand what S3 style of leadership.      

     A.4    I understand the importance of recognizing my staff in 
order for them to perform better. 

     

     A.5    I understand how to promote R3 followers to R4 followers.       

     A.6    I can provide effective feedback to my colleague when his 
or her performance needs to be improved.  

     

     A.7    I understand how I can manage my time better.       

     A.8    I know the areas of my emotional intelligence that I need 
to improve.  

     

     A.9    I know the importance of my followers trusting me as a 
leader or manager.  

     

     A.10  I am beginning to understand how to assess staff readiness 
levels. 

     

 
A.6. What knowledge and skills learned in this capacity development event are most valuable to 
your work and why?

1 
Strongly 
Disagree 

2 
Disagree 

3 Neither 
Disagree 
or Agree 

4 Agree 
5 

Strongly 
Agree 
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ANNEX C: RELEVANCE AND SATISFACTION PARTICIPANT 
EVALUATION 

CDSF PARTICIPANT TRAINING EVALUATION 
CDSF requests your assistance in evaluating this capacity development event. As part of this 
evaluation, please provide CDSF with information about your experience. The data compiled will be 
used to improve future capacity development events and facilitation processes. CDSF staff will be 
monitoring the overall effectiveness of capacity development events.  
 

Participant: Mobile Number  

Gender: Male      □                               Female      □ 

Activity Number and Name 2112 Leadership Training for AGP2 Managers  

Start date  

End date  

Training location  

Region (where you come from)  

 
Please rate your level of agreement as per the rating scale below (Likert). 
 
The estimated time to complete this questionnaire is 20 minutes. 
 
Section A: Relevance (R) and Applicability (A) of the CD Event to Participant Learning Needs. 
Effectiveness (E) of the Training Methodology 
Please use the rating scale (1 to 5) to rate your level of agreement about each statement.  
 
1= Not at all    2= Somewhat relevant   3= Relevant & Applicable   
4 = Very relevant & Applicable       5= Most relevant & Applicable     
 

Relevance and Applicability of this Event to My Work 
Effectiveness of the Training Methodology 

Rate 

1 2 3 4 5 

A.1   The content of the training is relevant to my work. (R) 

የስልጠናው ይዘት ከተጨባጭ ስራዬ ጋር ቀጥተኛ ግንኙነት ያለው መሆኑን ተገንዝቤያለሁ 

     

A.2   I will apply what I learned in this training to my work. (A) 

ከስልጠናው የተማርኩትን በተግባር ስራዬ ላይ ማዋል እችላለሁ 

     

A.3   The handout materials will be a good reference at my work. (E) 

የስልጠናውን ደጋፊ ማቴሪያሎች በስራላይ እንደማጣቀሻ መሳሪያነት እጠቀምባቸዋለሁ 

     

A.4   The training process (participatory, learner-centred, experiential) helped me to  
better understand the content. (E) 

የስልጠናው  (አሳታፊ፣ አስተማሪ፣ በተሞክሮ የዳበረ) ሂደት ይዘቱን ይበልጥ እንድገነዘብ 

ረድቶኛል 

     

A.5   I would recommend this training to my colleagues. (E) 

ይህን ስልጠና የስራባልደረቦቼም ቢያገኙ ስል እመክራለሁ 

     

 
A.6   What aspects of the training  did you like best. Why?  

የወደዱት የስልጠናው አሠጣጥ ዘዴ የትኛው ነው? ለምን?  
 
A.7  What aspects of the training did you NOT like. Why? 
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ያልወደዱት የስልጠናው አሠጣጥ ዘዴ የትኛው ነው? ለምን? 
 
 
 
 
 
A.8  What suggestions do you have for improving this training next time?  

በሚቀፕለው ጊዜ ስልጠናውን ከአሁኑየተሻለ ለማድረግ የሚያስችል ምን አስተያየት አለዎት 
 
 
 
 
Section B: Facilitation Skill Effectiveness 
 
Please use the rating scale (1 to 5) to rate your level of agreement about each statement. 
 
1= Do not agree   2= Agree to some extent    3= Agree   4 = Highly agree    5= Strongly agree  
 

  Delivery of Capacity Development 
Rate 

1 2 3 4 5 

B.1 Course objectives were explained to us at the outset      

B.2 An agenda was provided that described what would be learned and 
how. 

     

B.3   There was enough time for discussion. 

ለውይይት በቂ ጊዜ ነበር 

     

B.4   Everyone, including me, was able to participate freely. 

እኔን ጨምሮ ሁሉም ተሳታፊዎች በነፃነት የመሳተፍ እድልነበራቸው 

     

B.5 The learning process was guided in a logical way to meet our learning 
objectives.  

የስልጠናው ሂደት ምክንያታዊ በሆነና የታለመለትን ግብ መምታት በሚያስችል 

መልኩ መመራቱን  ለማስተዋል ችያለሁ 

     

B.6  Questions were answered with helpful real-life examples. 

የተጠየቁ ጥያቄዎች አግባብ ባላቸው ምሳሌዎች በማስደገፍ ተመልሰዋል 

     

B.6   Varied learning methods were used to keep the sessions interesting.  

በፓወርፖይንት የቀረቡ የስልጠና ማቴርያሎች አቀራረብ በስልጠናው ክፍለግዜዎች 

ሁሉ የሰልጣኞችን ፍላጎት ያነቃቁ ነበሩ 

     

B.8 Time was managed effectively so that all agenda items were covered      

B.9 The facilitator was friendly and approachable at all times      

B.10 The training venue provided an appropriate and comfortable learning 
environment. 

የአዳራሽና ሌሎች መስተንግዶዎች ሁኔታ ለሰልጣኞች ተስማሚና ምቹ ነበሩ 

     

 
B.7 What steps could be taken by the facilitator(s) to improve this session for you? 
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B.8  Overall, please rate the quality of this training event.  
 

1          2          3          4          5         6          7         8         9        10 
Poor                         Average                   Good                  Superior 

 
 
B.9 What could we do next time to make this event better?  

ስልጠናው በሚቀፕለው ጊዜ የተሻለ እንዲሆን አዘጋጆቹ ምን ማድረግ አለባቸው? 
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ANNEX D: AGP SOLUTIONS PROCESS 

Unit Number NA 

Unit Title AGP2 Implementation Solutions: Professional Conversations 

Materials Required  Flip chart paper and cards for group work and reporting  

Start Time/Duration Three working sessions; each maximum 90 minutes long  

Objectives Participants will learn solutions to common AGP2 implementation challenges 
by sharing knowledge across woredaS (horizontally), and up and down the 
system  

Facilitator Tip  Regional capacity priorities should be identified before this training session.  

 

 
If there is sufficient time budgeted to extend this training beyond 2.5 days, then CDSF/MFD leaders 
should move from Unit 3.1 to facilitated discussions around AGP2 implementation. The 
discussions/topics can be based on the most significant program needs in that zone and/or region.  
Needs should be identified based on JRIS findings, monitoring reports and annual progress reports.   
 
The process could be a “professional conversation” whereby woreda leaders work across woredas to 
share best practices and workable solutions to complex problems.  
 
Topics for these sessions could include: 
 

- AGP2 PIM awareness 
- Procurement and contract management challenges and identifying solutions 
- Supporting CIGs – review the Business Book  
- Promoting nutrition-sensitive agricultural practices 
- Making sure the ESMF practices are followed – including beyond compliance, and in consideration for 

good environmental and social safeguards as part and parcel of a process contributing to 
sustainability.  

 
The format for the facilitated sessions could be: 
 
Experience:  
 
A regional/zonal or woreda “expert” shares an implementation success story or challenge through 
storytelling, video, pictures/photos, etc.  
 

Examples:  

 Using the CIG Business Book 
 The story of a high functioning  Irrigation Water User Association 

 Fully implemented annual plan  

 Poor quality monitoring mission report (anonymous) 

 Overview of the AGP2 PIM and other approved documents (FM, procurement, CliP) 

 ESMF Guideline  - share video on voluntary land donation and show forms 

 Contract management – describe the steps taken to construct one small scale irrigation scheme 
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Reflection:  
 
In mixed woreda groups, answer the following questions: 
 

 What did you notice about the experience (mini-lesson, story, video, case)? How did it make 
you feel? (more aware, knowledgeable, realized that I am“in the dark”, not informed, 
interested, bored, problem can be solved) 

 What did you learn from this experience that could be applied to your own 
workplace/woreda? 

 What knowledge can you add to this experience that can make it innovative or creative? 
 
Generalization:  
 
The expert gives a lecturette/mini-refresher to the participants.  
 

Example: a Cooperative expert explains how the CIG Business Book is designed to support 
CIG chairperson’s and shows a partially completed book. Participants ask questions.  
 
Example: the AGP M&E expert explains how to use the A-MIS system. Participants ask 
questions.  
 
Example:  the regional Cooperative expert and Irrigation expert explains the resources 
available to show how the Cooperatives Agency experts can better support the formation 
and functioning of IWUAs.  
  

 
Action:  
 
Move into same-woreda groups. Identify activities that staff can do to improve the AGP situation in 
their woredas.  
 

Examples of actions: using the CIG case, staff plan to provide some specific refresher training 
to CIG groups or they organize CIG chairs to visit chairs in other woredas, with AGP support. 
The CIG expert checks in with each group.  
 
Examples of actions: Woreda experts plan to organize a AGP2 PIM refresher with key 
woreda IAs 
 

 


