Leading and Managing Others: Self-Assessment for Leading as a Manager

Self-Assessment for Leading as a Manager
Knowing yourself, your strengths, and your needs for development form the foundation of effective leadership. Complete this self-assessment to get a sense of where you should be focusing your energy to improve your effectiveness as a manager and leader.

After you complete the self-assessment, identify the skills and competencies that you think you do frequently or nearly always. Congratulations! You are already exercising leadership effectively in these areas.

Next, look at the skills and competencies that you think you almost never do or seldom do. These are the areas that you should consider developing in order to balance your leadership effectiveness.
	Core Skill or Competency
	Almost Never
	Seldom
	Sometimes
	Frequently
	Nearly always

	Know Yourself

	I am comfortable with myself and accept who I am.
	
	
	
	
	

	I know my strengths and my limitations.
	
	
	
	
	

	I am aware of the impact that my behavior may have on others.
	
	
	
	
	

	I say what I mean and mean what I say.
	
	
	
	
	

	I am adaptable to new people, new situations, new information and new developments.
	
	
	
	
	

	I am flexible about my role in my organization.
	
	
	
	
	

	Know the Organization

	I have an understanding of how things really get done at MIT.
	
	
	
	
	

	I can identify some aspects of MIT’s culture that can help me implement change.
	
	
	
	
	

	I can identify some aspects of MIT’s culture that could present obstacles to my efforts to implement change.
	
	
	
	
	

	I recognize that change is constant in my organization.
	
	
	
	
	

	Build Relationships

	I am able to understand and accept people for who they are.
	
	
	
	
	

	I respect the dignity of other people and value their uniqueness.
	
	
	
	
	

	I tend to think the best of others.
	
	
	
	
	

	I try to reconcile differences among people by helping them see their common interests.
	
	
	
	
	

	I present my ideas in ways that are open to someone else’s perspective.
	
	
	
	
	

	During times of change, I establish new relationships with colleagues, team members, and management.
	
	
	
	
	

	Create Vision

	When I care about something, I am able to motivate others to care about it also.
	
	
	
	
	

	I understand the relationship between my team, our customers, and management.
	
	
	
	
	

	I am able to be innovative and experiment with new approaches to work.
	
	
	
	
	

	When I encounter a problem, I avoid quick solutions and use innovative thinking to identify solutions.
	
	
	
	
	

	I am comfortable with changing times and able to champion change and growth in my own life.
	
	
	
	
	

	Manage the day-to-day team

	Build relationships and credibility with employees 
	
	
	
	
	

	I give clear and complete instructions to my team.
	
	
	
	
	

	I let people know how they are doing.
	
	
	
	
	

	I give credit when due.
	
	
	
	
	

	I maintain an open door.
	
	
	
	
	

	I listen carefully and attentively.
	
	
	
	
	

	I treat all employees equally and fairly.
	
	
	
	
	

	I involve team members in decision-making.
	
	
	
	
	

	I listen to and respect others’ ideas for how to do things differently.
	
	
	
	
	

	Motivate team

	I implement the team’s ideas and suggestions.
	
	
	
	
	

	I treat the team like professionals at all times.
	
	
	
	
	

	I recognize individuals for good work, both formally and informally.
	
	
	
	
	

	I share authority with others to encourage them to be independent.
	
	
	
	
	

	Delegate responsibilities

	I select responsibilities to be delegated based on project goals and parameters, employees’ strengths, and employees’ developmental needs.
	
	
	
	
	

	I am willing to turn over an assignment. My way is not always the best way.
	
	
	
	
	

	I allow for others’ mistakes, recognizing that they are part of the learning curve.
	
	
	
	
	

	I give timely and thoughtful feedback and follow-up.
	
	
	
	
	

	Set goals with employees

	I link individual goals, departmental goals, and organizational goals.
	
	
	
	
	

	I establish goals that clearly state what needs to be accomplished.
	
	
	
	
	

	I establish goals that can be measured.
	
	
	
	
	

	I write goal statements that have active verbs and are complete sentences.
	
	
	
	
	

	I agree to reasonable time limits for accomplishing goals.
	
	
	
	
	

	Hold employees accountable

	I explain performance goals clearly and check that they are understood.
	
	
	
	
	

	I identify and plan collaboratively with employees about how to overcome obstacles to performance.
	
	
	
	
	

	I set performance standards at stretch levels.
	
	
	
	
	

	I monitor performance against goals.
	
	
	
	
	

	I anticipate performance shortfalls and take timely action.
	
	
	
	
	

	Develop others

	I recognize employees’ strengths and match individual strengths with the needs of the job.
	
	
	
	
	

	I recognize employees’ limitations and use job opportunities to develop them.
	
	
	
	
	

	I give timely and specific feedback with the intent of improving performance.
	
	
	
	
	

	I give reassurance after a setback.
	
	
	
	
	

	I work with employees to build short and long-term development plans.
	
	
	
	
	


Adapted from Twenty Reproducible Assessment Instruments for the New Work Culture, by Philip R. Harris, Amherst, Massachusetts, HRD Press, 1995.
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Find this tool and other organization development resources online: 

http://hrweb.mit.edu/learning-development
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