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“Some are born great, some achieve
greatness and some have greatness thrust

upon them.”

William Shakespeare, Twelfth Night

Developing leadership skills is an ongoing process. While many of the skills that you need
to lead are essential in life more generally, such as good communication skills, others are
more specific to leadership positions.

This eBook focuses on the personal skills that are likely to be new or unfamiliar to you
when you first take up a leadership position. These skills are about you rather than how
you relate to other people, which is covered in the third eBook in this series, Leading and
Managing Others: Developing the Skills You Need to Lead People and Teams. The eBook
explains each skill and gives you some ideas about how you can develop and practise it.

Like the first eBook in this series, Learning to Lead: Understanding Leadership and
Developing Your Leadership Style, it is designed for those considering, or just starting,
their first leadership post. Established leaders, however, should also be able to find some
interesting ideas.

LEARNING TO LEAD:
DEVELOPING THE PERSONAL SKILLS YOU NEED TO LEAD



CONTENTS

PART 2: PERSONAL LEADERSHIP SKILLS

Developing the Personal Skills You Need to Lead 6
1. AN INTRODUCTION TO SKILLS FOR LEADERSHIP 7
2. RECOGNISING AND MANAGING YOUR EMOTIONS 9
WHAT ARE EMOTIONS? 10
LEARNING TO MANAGE EMOTIONS 14
POSITIVE ACTIONS TO HELP YOU MANAGE EMOTIONS 16
APPLYING REASON TO EMOTION 17
MAKING DECISIONS WITH EMOTIONS 18
3. SELF-CONFIDENCE 20
UNDERSTANDING SELF-CONFIDENCE 21
IMPROVING SELF-CONFIDENCE 22
SELF-CONFIDENCE AND SELF-ESTEEM 27
PROJECT CONFIDENCE, BUT ASK FOR HELP WHEN NECESSARY 29
4. POSITIVE THINKING AND MINDSET 30
UNDERSTANDING POSITIVE THINKING 31
THE IMPORTANCE OF MINDSET 35
MINDSET IN PRACTICE 36
CHANGING YOUR MINDSET 37

LEARNING TO LEAD:
DEVELOPING THE PERSONAL SKILLS YOU NEED TO LEAD



5. UNDERSTANDING WHAT MOTIVATES YOU
INSTRINSIC AND EXTRINSIC MOTIVATION
SETTING PERSONAL GOALS

KEEP MOTIVATED

6. GETTING ORGANISED
THE KEY TO GOOD TIME MANAGEMENT AND ORGANISATION
PRINCIPLES OF GOOD TIME MANAGEMENT AND ORGANISATION

7. STRATEGIC THINKING

WHAT IS STRATEGY?

THE ‘MIRACLE BOX’

THE FINAL ELEMENT TO STRATEGIC THINKING

8. GENERATING NEW IDEAS: CREATIVE THINKING TECHNIQUES
BRAINSTORMING
ROLE-PLAY SITUATIONS

9. APPLYING NEW IDEAS: INNOVATION

TYPES OF INNOVATION

ENVIRONMENTAL INFLUENCES ON INNOVATION
PERSONAL INNOVATION SKILLS

CONCLUSION

LEARNING TO LEAD:

DEVELOPING THE PERSONAL SKILLS YOU NEED TO LEAD

40

41
43
44

45
46
48

53
54
56
57

58
59
63

65
66
67
69
70



PART 2:

PERSONAL LEADERSHIP

SKILLS
Developing the Personal
Skills You Need to Lead

LEARNING TO LEAD:
UNDERSTANDING LEADERSHIP & DEVELOPING YOUR LEADERSHIP STYLE




LEARNING TO LEAD:

DEVELOPING THE PERSONAL SKILLS YOU NEED TO LEAD

An Introduction to

Skills for Leadership

It is a cliché, perhaps, but nonetheless true that you cannot manage
and lead others well unless and until you can manage yourself, both
rationally and emotionally.

The first step to leadership is therefore to recognise and manage
your emotions.

To do so, you need to develop your emotional intelligence: the ability
to understand your own and others’ emotions, and use those ethically
to deliver the required results.

You can then learn to use a combination of emotion and reason to
make decisions and to decide on the ‘right’ course of action. This
will help you to stand firm as a leader when there are many different
options, and you are not sure which to pursue. At the same time, it
is helpful to understand what motivates you, so that you can keep
yourself focused when times are hard.

All these are very much internal issues: they are about what is going
on in your head. Others will see the results, but not necessarily the
process.

Leaders also need to develop good organisational skills.

Leaders need to be able to manage what is going on in their own
work and lives, and also those around them. This is essential to good
delegation and management. Some of us find organisation much
easier than others. If you are one of those who finds it harder, you
have two choices as a leader.

You can either learn to do it yourself, using some of the ideas in this
eBook, or you can surround yourself with people who can do it for
you, and learn to delegate effectively. Delegation is covered in the
next of our series of eBooks on leadership, Leading and Managing
Others: Developing the Skills You Need to Lead People and Teams.



Leaders also need very good thinking skills.

Strategic thinking, in particular, has in recent years become an area associated with
leadership. Every aspiring leader needs to have ‘strategic thinking skills’ on their CV, and it
is probably the area that most concerns new leaders. However, there is no magic to being
able to think strategically and we provide some ideas to help you get started.

Other useful thinking skills for leaders include creative thinking and innovating. Again,
there is no ‘magic bullet’, but we hope that this book will help you to start using some
techniques and ideas with confidence.
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Recognising and Managing

your Emotions

It is important to be able to understand your emotions and those of
others since this is the first step towards managing them. The key

to emotional intelligence is using and harnessing your emotions,

but not being governed entirely by them, and instead being able to
apply reason to them. This can be very difficult because emotions are
fundamental to being human, and can sometimes be very strong.
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