LEADERSHIP IN 

SANTA CLARA COUNTY

Development Plan

INTRODUCTION

The Leadership Development Plan is a supplement to the Leadership Model Handbook.  It is intended to be used by individuals to craft a plan and follow their own development in leadership skills.  The plan starts with a self-assessment and follows through to a comprehensive plan.  

Please feel free to make copies and share with others who are interested. 

SELF ASSESMENT

Complete the following for each characteristic. Each of the ten characteristics is comprised of several different skills, knowledge areas, and behaviors. You may be strong in some of these and weak in others. A ranking of "5" reflects strength and proficiency with the characteristic. A lower number may indicate a need to address this characteristic in your developmental plan.

DEMONSTRATES COMMITMENT TO THE COUNTY’S VALUES, MISSION, AND GOALS.

	· Promotes a positive image of the County and understands the political influences on daily operations.
	1
	2
	3
	4
	5

	· Reaches out to serve the community.
	1
	2
	3
	4
	5

	· Continuously re-evaluates goals while creating solutions consistent with the County’s mission.
	1
	2
	3
	4
	5

	· When addressing citizens and other stakeholders, takes initiative to describe the realities involved in providing services with dignity and integrity.
	1
	2
	3
	4
	5


EXEMPLIFIES HIGH PROFESSIONAL AND ETHICAL STANDARDS

	· Models ethical behavior.
	1
	2
	3
	4
	5

	· Upholds principles of equality and fairness.
	1
	2
	3
	4
	5

	· Upholds Federal, State, County, and local laws, ordinances, and regulations, applicable professional standards, and the County of Santa Clara Code of Ethical Conduct.
	1
	2
	3
	4
	5

	· Holds others accountable to ethical and professional standards.
	1
	2
	3
	4
	5

	· Protects privileged and confidential information.
	1
	2
	3
	4
	5

	· Clearly communicates expectations and standards
	1
	2
	3
	4
	5

	· Promptly addresses potential ethical issues.
	1
	2
	3
	4
	5

	· Acts fairly and consistently when guidelines are unclear.
	1
	2
	3
	4
	5

	· Maintains the trust and confidence of the public.
	1
	2
	3
	4
	5

	· Refrains from behaviors that could result in conflict of interest.
	1
	2
	3
	4
	5


IS VISIONARY, STRATEGIC, AND INNOVATIVE

	· Thinks conceptually, understands the big picture, and is aware of tactical implications and effects on others when making decisions.
	1
	2
	3
	4
	5

	· Understands the impact of shared vision.
	1
	2
	3
	4
	5

	· Develops ambitious goals and well-thought-out strategies.
	1
	2
	3
	4
	5

	· Fosters collaboration with various stakeholders in developing a blueprint for action.
	1
	2
	3
	4
	5

	· Looks beyond the obvious and traditional to create solutions.
	1
	2
	3
	4
	5

	· Inspires others to think creatively and looks at new ways of doing things.
	1
	2
	3
	4
	5

	· Perseveres in achieving the vision.
	1
	2
	3
	4
	5


DELIVERS RESULTS

	· Sets measurable goals and achieves them.
	1
	2
	3
	4
	5

	· Reviews, assesses milestones, and evaluates process.
	1
	2
	3
	4
	5

	· Speaks up and promotes creative problem solving and decision-making.
	1
	2
	3
	4
	5

	· Assesses situations quickly and analyzes factors to be considered in making decisions.
	1
	2
	3
	4
	5

	· Considers the impact of timing and the working relationships of community groups, bargaining units and others on achieving outcomes.
	1
	2
	3
	4
	5

	· Takes responsibility for addressing mistakes.
	1
	2
	3
	4
	5

	· Manages anticipated and unanticipated workload.
	1
	2
	3
	4
	5

	· Addresses barriers to achieving results.
	1
	2
	3
	4
	5

	· Is highly skilled in the foundations of effective management.
	1
	2
	3
	4
	5

	· Takes informed risks while monitoring progress and implements necessary corrective actions.
	1
	2
	3
	4
	5

	· Uses organizational resources to achieve desired results.
	1
	2
	3
	4
	5


BUILDS A STRONG ORGANIZATION

	· Creates a challenging, trusting, and creative culture.
	1
	2
	3
	4
	5

	· Optimizes the talents of individuals to achieve organizational goals.
	1
	2
	3
	4
	5

	· Optimizes the use of technology and systems.
	1
	2
	3
	4
	5

	· Seeks opportunities to collaborate with other agencies and organizations.
	1
	2
	3
	4
	5

	· Sets expectations that enable staff to contribute to the success of the organization.
	1
	2
	3
	4
	5

	· Understands the value of technical skills and subject matter expertise.
	1
	2
	3
	4
	5

	· Recruits staff and obtains resources to meet present and future needs.
	1
	2
	3
	4
	5


COMMUNICATES EFFECTIVELY

	· Communicates openly and consistently with all people inside and outside the organization.
	1
	2
	3
	4
	5

	· Establishes an environment in which sharing of diverse ideas, openness, and honesty are practiced regularly.
	1
	2
	3
	4
	5

	· Is articulate, clear, precise and concise.
	1
	2
	3
	4
	5

	· Is authentic, truthful and persuasive.
	1
	2
	3
	4
	5

	· Has exceptional listening skills. 
	1
	2
	3
	4
	5

	· Uses humor appropriately.
	1
	2
	3
	4
	5

	· Is skilled at networking.
	1
	2
	3
	4
	5

	· Is able to sort out key factors involved in problems and issues under discussion.
	1
	2
	3
	4
	5

	· Expresses opinions without demeaning others.
	1
	2
	3
	4
	5

	· Tailors communication to the audience.
	1
	2
	3
	4
	5

	· Handles criticism constructively.
	1
	2
	3
	4
	5

	· Maintains composure under stress and in adverse situations.
	1
	2
	3
	4
	5


PROMOTES THE HIGHEST LEVEL OF SERVICE DELIVERY

	· Has a can-do attitude.
	1
	2
	3
	4
	5

	· Is courteous and respectful.
	1
	2
	3
	4
	5

	· Considers customer service a top priority, assesses customer / client satisfaction, and seeks opportunities to improve.
	1
	2
	3
	4
	5

	· Links customers to appropriate services and helps customers understand what services are available.
	1
	2
	3
	4
	5

	· Advocates for those in the community who are not able to obtain services or information for themselves.
	1
	2
	3
	4
	5

	· Resolves customer concerns or problems in a timely manner and seeks assistance or confers with appropriate individuals or agencies as necessary.
	1
	2
	3
	4
	5

	· Interfaces regularly with customers to maintain skills and have first-hand experience in customer service.
	1
	2
	3
	4
	5

	· Understands the link between diversity and cultural competence and customer service.
	1
	2
	3
	4
	5

	· Recognizes and rewards employees for delivering the highest levels of customer service.
	1
	2
	3
	4
	5


VALUES AND ACTIVELY PROMOTES DIVERSITY AND CULTURAL COMPETENCE

	· Values diversity and treats all individuals with respect and dignity.
	1
	2
	3
	4
	5

	· Recognizes personal prejudices, biases and assumptions, and understands the impact of privilege.
	1
	2
	3
	4
	5

	· Makes diversity a core value of the organization.
	1
	2
	3
	4
	5

	· Does not tolerate behavior that reflects racism, sexism, or any other prejudice.
	1
	2
	3
	4
	5

	· Recruits and hires a diverse culturally competent workforce to meet the service needs of the community.
	1
	2
	3
	4
	5

	· Takes proactive measures to prevent and eliminate discrimination and harassment in the workplace.
	1
	2
	3
	4
	5

	· Encourages a range of ideas, perspectives, and styles. 
	1
	2
	3
	4
	5

	· Promotes cultural competency through education and dialogue. 
	1
	2
	3
	4
	5

	· Models the spirit and exceeds the intent of equal opportunity and other civil rights, laws, regulations and County policies.
	1
	2
	3
	4
	5


WORKS EFFECTIVELY AS A TEAM LEADER AND TEAM MEMBER

	· Empowers and builds teams through example, coaching, and activities.
	1
	2
	3
	4
	5

	· Is approachable and accessible to all levels of employees, leaders and members of the community.
	1
	2
	3
	4
	5

	· Creates an environment where differences of opinion are openly aired and not personalized.
	1
	2
	3
	4
	5

	· Assures that responsibility and recognition are shared among team members.
	1
	2
	3
	4
	5

	· Regularly assesses team functioning, asking for feedback and resolving difficulties.
	1
	2
	3
	4
	5

	· Recognizes and rewards groups as well as individuals.
	1
	2
	3
	4
	5

	· Supports organizational decisions fully, even when not in agreement.
	1
	2
	3
	4
	5

	· Effectively facilitates conflict resolution.
	1
	2
	3
	4
	5


PROMOTES PERSONAL AND PROFESSIONAL GROWTH FOR SELF AND OTHERS
	· Serves as a mentor and example for others.
	1
	2
	3
	4
	5

	· Assists others in identifying realistic and challenging goals.
	1
	2
	3
	4
	5

	· Assists others in developing skills that contribute to individual success.
	1
	2
	3
	4
	5

	· Provides opportunity for professional and challenging development plans.
	1
	2
	3
	4
	5

	· Develops strategies for dealing with personal limitations and the limitations of others
	1
	2
	3
	4
	5

	· Values and promotes lifelong learning in self and others.
	1
	2
	3
	4
	5

	· Has high expectations of self and others.
	1
	2
	3
	4
	5


SOLICIT FEEDBACK

Identify several individuals in the following groups, give them a copy of the self-assessment form. This could be a supervisor, a peer, co-worker, someone on a committee with you, etc. Make sure you choose individuals who can be objective and constructive.

· Someone who knows your work product, the way you interact with others. 

· Someone who has strength in the areas that you need to develop in yourself.

Offer to meet or have them to complete the assessment and review the results. Ask for clarification and examples make sure you thoroughly understand their feedback.

In addition, there are other evaluation / assessment tools available to you. There are many tools on the Web and from Employee Development. If you are interested, please contact the department for more information.

It's important to remember that any assessment tool reflects just part of an individual at a particular moment. Focus on your objective to identify areas to target for growth and development. 

IDENTIFY ACTIVITIES AND RESOURCES FOR DEVELOPMENT

Review the kinds of activities that support development such as:

· Continued Education

· Independent study through reading, research, etc. 

· Training

· Additional or different job assignments, to practice new skills, manage a project, etc.

· Discussions with mentors, coaches, role models

Look for opportunities from:

· Professional organizations

· Your departmental training unit

· Employee Development:

Courses

Certificate Programs

Evaluation Tools

Education Assistance program

· Leaders in the County 

Again, contact Employee Development if you need more specific suggestions, resources, and guidance. 

WRITE A DEVELOPMENT PLAN

Studies have shown that writing down your objectives and goals will significantly increase your success in the areas you’ve identified Make sure to keep your goals specific and attainable, update them frequently. (A form is attached to help you with this)

Identify the areas you need to strengthen and develop. Write a plan including the following:

· A statement with the specific components within the characteristic you with to strengthen and develop

· The specific resources you will use to strengthen or develop each component

· The specific activities you will undertake

· How you will measure your progress and get feedback

· When you will start and when you plan to finish

· Who you will ask to assist and support you

· How you will celebrate your accomplishments along the way

Recognize that development is an on-going, life-long process. This plan will help you stay on track and allow you to look back and recognize your hard work and progress.

MAINTAIN YOUR COMMITMENT TO YOUR PLAN

One of the challenges we all face is maintaining a commitment to developing ourselves in a planned way. 

For your success, we suggest the following:

· Acknowledge that development is a life long process.

· Establish realistic goals or points in your progress to recognize and celebrate your efforts.

· Look inward to know your passion and motivation, look for these in the goals you set.

· Develop a support system for yourself and use it.

· Evaluate your plan on a continual basis. Revise it when necessary, keep it current, flexible and focused on maximizing your opportunities.

· Take responsibility for your development. You've already taken the first step by reading this booklet. Accept new and increased responsibilities, be willing to take risks and consider constructive feedback on your progress.

· Value your success as well as your failure as learning opportunities, build on what you learn to continue your development.

RESOURCES AVAILABLE FROM EMPLOYEE DEVELOPMENT

Leadership Program: 

Employee Development’s Leadership Program provides a well-rounded training of the essentials on supervision and leadership.  It is useful for both the first time and seasoned supervisor.

Professional Development Courses:

Available through the CountyWise Catalog and by departmental request, Employee Development offers a variety of courses to help employees develop their skills.  Course topics include time mastery, managing change, effective presentation skills, and interviewing skills.

DiSc Personal Profile System: 

This self-evaluation tool allows you to better understand yourself and others in specific environments. Your behavioral profile will help you identify the environment most conducive to your success. Learning about the differences between yourself and others will help you capitalize on your strengths and increase your effectiveness with others.

CARE Profile:

This tool will help you find your team style preference.  Are you a Creator, Advancer, Refiner or Executor?  How does this affect your choices as a leader in your organization?

Managing Expectations:

Your expectations, whether spoken or unspoken have a powerful impact on your attitude. This self-evaluation tool will help you identify, understand and communicate your expectations as well as help you increase your understanding of others needs and expectations.

Diversity Workshops: 

The County provides two workshops on the topic of diversity.  These classes provide an excellent way to learn the County’s values and position regarding diversity and to explore your own belief systems.

Education Assistance:

All coded employees are eligible to apply for reimbursement of education expenses.  Funding limits and documentation requirements vary based on your union/bargaining unit. Details and assistance are available from Employee Development.

Degree Programs:

Employee Development through the San Jose City and Evergreen College District coordinates on-site classes for an Accelerated Associates Degree program.

RESOURCES AVAILABLE THROUGH THE INTERNET

The following are just a few of the resources available on the Internet.  This list is not inclusive and changes frequently.  Please let us know if you have an item to add to this list or update information. 

Thank you

Employee Development

299-6889

American Management Association:

The AMA organization offers classes, books, articles and, seminars to help individuals in their development. In addition, the web site has over 35 quick self-assessments on various topics you can take and find recommended books, articles and classes.

All employees of Santa Clara County are eligible to register for membership with the American Management Association.  Contact Employee Development for membership information.

The Innovation Groups:

The Innovation Groups is a nonprofit organization with a membership base of city, town, and county governments. Their main purpose is to help you network with colleagues and share information pertinent to your job. http://www.ig.org
Southern California Institute for Local Government:

SCILOG is a non-profit corporation founded in 1985 by a group of California State Polytechnic University, Pomona professors and local government city management practitioners to provide training, research and consulting to local governments. http://www.scilog.org
Philosophy In Business:

Founded by Peter Koestenbaum, Ph.D., applies the depth and history of philosophy to today's bottom line business issues in the New Economy for breakthrough results. 
PiB's goal is to create a "win-win" in the New Economy by taking a fresh and deep approach to the clash between two imperatives of our time: business results and human values. http://www.pib.net/index.htm 
Linkage Inc.:
A provider of organizational development and education programs, products, and services. http://www.linkageinc.com

Development Plan for 

_______________________________________________________

What is your long-term goal?

	

	


What skills, knowledge, abilities, do you need to achieve this goal? Refer to your ratings from the Leadership Characteristics scale.

	

	

	

	

	


List one or two specific, dated objectives, activities you will undertake to build your skills, knowledge and abilities. 

Objective 1







Target Date

	

	

	


Resources: What resources will you use to achieve this objective? (Classes, Mentor, Books, Projects)

	

	

	


Strategy: How will you use these resources to achieve your objective?

	

	

	


Completion: How will you mark successful completion of this activity? What is the result of your work?

	

	

	


Objective 2







Target Date

	

	

	


Resources: What resources will you use to achieve this objective? (Classes, Mentor, Books, Projects)

	

	

	


Strategy: How will you use these resources to achieve your objective?

	

	

	


Completion: How will you mark successful completion of this activity? What is the result of your work?

	

	

	


