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	INTRODUCTION

 SEQ CHAPTER \h \r 1Understanding the Assessment Process


Assessing SEQ CHAPTER \h \r 1 both individual and group characteristics is essential in the process of selecting members for high performance work groups.  Companies have learned from bitter experience that the best communicator or the finest mechanic does not necessarily make the best team member.

Through an “assessment center” process promising team members can be observed in action and evaluated objectively, both for specific job capabilities and for more general ability to work in teams.  This method provides an interactive format which allows us to assess the individual’s “fit” into the organization and culture we are attempting to build.

The assessment center technique has shown itself to be a more reliable indicator of future success than any other tool yet devised.  It brings together many techniques, including situational exercises, interviews, business simulations, and discussion groups in an effort to expose patterns of behavior previously identified as important to success within a team-based system.

	 SEQ CHAPTER \h \r 1WS/CLIENT CENTER

DEVELOPMENT PROCESS


T SEQ CHAPTER \h \r 1he success of an assessment and selection process depends greatly on the collaborative development of objectives, criteria and skills by both the client and Whitewater Strategies.  In this way, the materials can be truly tuned to the needs of the client within a framework which has a proven track record.

Step 1
WS and Organization Leadership meet to clarify the following:

· Key employee selection objectives:

-
Values, Skills, Education

-
EEO, Affirmative Action, other considerations

· Policy and procedural issues; i.e., use and life of Assessment information

· Key behavioral characteristics:

-
Clarify the areas to assess, as well as define how an employee demonstrates competence in an area

-
Identify individuals who will be trained in observation and assessment process and technique (Assessment Center Facilitators)

Step 2

WS and Assessment Center Facilitators:

· Using selection criteria and behavioral characteristics, develop specific assessment reports and decide on simulations to be used

· Train facilitators in the basics of group observation and develop the process they will use to conduct the assessment centers

Step 3

WS and Facilitators being the assessment process:

· WS will provide support during the first assessment center in order to assist with conducting the center, adjusting the materials if needed and providing feedback to the facilitators on the process and quality of their observations

 SEQ CHAPTER \h \r 1
	 SEQ CHAPTER \h \r 1ASSESSMENT AND SELECTION
General Process Flow and Recommendations

Understanding Organizations in New Ways


T SEQ CHAPTER \h \r 1he following general outline clarifies steps in the assessment and selection process during active recruiting for a specific position.  The Assessment Facilitators may need to adjust the materials and flow depending on the particular position being sought and the breadth of the recruiting effort.  In this example, it will be assumed that initial applicants are sought through a state agency such as Job Service for general entry-level employment.  Self-initial testing could also be an option.

Pre-screening
This activity is performed by Job Service based on the specific skill and physical requirements of the position.  Initial assessment testing will be done in basic areas such as:

Literacy

Math Skills

Manual Dexterity and Spatial Relationships

Only applicants who meet the Organization’s specified requirements in these areas will be initiated into the applicant flow system and considered for hire.

Initial Screen
A selection team is formed including some of the following individuals:

· Selected members from the team where a position is being filled

· A member from the Organization’s Leadership Group

· Selected individuals who have been trained as Assessment Facilitators




This team decides the particular way in which it will accomplish the following:

· Review applications

· Initial interview (phone or in-person)

· Reference checks

· Select most qualified for Assessment Center

 SEQ CHAPTER \h \r 1Assessment Center
Selected applicants will be given the opportunity to be evaluated along with other applicants through the assessment center process.  Because of the variety in the types of positions which will be available, our intent is to provide a battery of exercises and materials for use by the Assessment Facilitators.  The facilitators will decide for each center which materials provide the best analysis opportunity for the individuals.  In any case, each applicant will be evaluated individually and in a group.





Individual Assessment Material Options





Irate Customer






Intimidator Machine






Absentee






Autoparts





Group Assessment Material Options





Mountain Survival






Assignment Unknown






The Story






Wheelmaster






B & B Simulation

Applicants will be observed through the exercises by the assessment facilitators.  Their observations will be made on a “rating sheet” developed around the criteria previously decided.  Each facilitator will either recommend, not recommend, or “hold” the applicant for review in a team interview.  The “hold” could be used in a situation where the applicant did demonstrate their skills well or openly in the group, but the facilitator felt they were strongly inhibited by other dynamics in the group and would like to give them an opportunity in a different group makeup.

Team Interview
The Selection Team will do a final interview of leading candidates for the positions.  The format of the interview will be fairly structured with core questions developed based on the position open.  The selection team will also be trained in the basics of interviewing and legal requirements involved with applicant questions.  The process will be brief, focused on understanding the person’s history and thought processes in dealing with situations which they will confront on the job.


Selection Decision   
Following the Team Interview, the team will review all the assessment data, rate each applicant based on the criteria agreed to and recommend selection of the best applicants to the Organization Leadership Group.  Offers of employment may be made following approval of this group.

 SEQ CHAPTER \h \r 1RATING SHEET
Observation Description: ____________________

Participant’s Name: ____________________

Evaluator’s Name: ____________________

	Criteria
	Rating of Participant
	Notes


	____________________
	LOW  1  2  3  4  5  HIGH
	____________________

	____________________
	LOW  1  2  3  4  5  HIGH
	____________________

	____________________
	LOW  1  2  3  4  5  HIGH
	____________________

	____________________
	LOW  1  2  3  4  5  HIGH
	____________________

	____________________
	LOW  1  2  3  4  5  HIGH
	____________________

	____________________
	LOW  1  2  3  4  5  HIGH
	____________________



Feedback Comments and Observations:

Recommendation to Selection Team (circle):      Yes       No     (Hold for further evaluation)

Detail:

Evaluator Signature ________________________________ Date ________________________ 

	 SEQ CHAPTER \h \r 1ASSESSMENT CRITERIA EXAMPLES


 SEQ CHAPTER \h \r 1Attached are three examples of criteria and how they have been defined for use in WS  International sponsored workshops and leadership assessments.  They focus on three areas:



Teaming Skills



Growth Values



Core Competencies (Leadership)

Portions of these examples may be used by the Plant Leadership as elements of their selection criteria.  Remember that the selection criteria, especially those elements which we intend to observe in a group, should be limited to 4 - 7 critical elements.  To try to observe more than that will make the process very confusing and cumbersome to both participants and facilitators.

	 SEQ CHAPTER \h \r 1TEAMING SKILLS
Personal Skills Promoting Group Effectiveness


	 SEQ CHAPTER \h \r 1MEETING  EFFECTIVENESS

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1My ability to help a group come together, focus on the issues or purpose, establish meaningful roles and ground rules, use time effectively, involve and engage each member, measure their results, and meet their objectives.

	 SEQ CHAPTER \h \r 1BRAINSTORMING

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1My ability to help the group listen to all ideas openly, seek unusual possibilities, be creative, refrain from judging the merits of the ideas, build onto previous ideas, and think beyond previous boundaries and constraints.

	 SEQ CHAPTER \h \r 1PROBLEM SOLVING

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1My ability to work within the group to identify and clarify the problem, investigate root causes, analyze possible alternatives, weigh benefits and costs, compare against the stated objectives, collect meaningful data, and agree on solutions.

	 SEQ CHAPTER \h \r 1PLANNING/ORGANIZING
Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1My ability to help identify what needs to be done, establish priorities, set a timetable for accomplishing the tasks, make assignments, review progress, and follow through to meet the objectives.

	 SEQ CHAPTER \h \r 1DECISION MAKING

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1My ability to work with the group to review all pertinent information, listen to clearly understand each point of view, openly share biases and concerns, value personal and group needs, decide together and fully support that decision.

	 SEQ CHAPTER \h \r 1ASSESSING RESULTS

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1My ability to help get clear on what has to be accomplished, set goals that are both objective and subjective, establish a scale for measurement, benchmark their current state, and regularly review results and progress.

	 SEQ CHAPTER \h \r 1CONFLICT RESOLUTION

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1My ability to help sort through differences that are getting in the way of the group’s ability to accomplish tasks synergistically and collaboratively.

	 SEQ CHAPTER \h \r 1GIVING FEEDBACK

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1My ability to provide straightforward, honest, and helpful feedback to other members of the group in a respectful and developmental manner and to confront difficult issues with integrity and share responsibility for results.

	 SEQ CHAPTER \h \r 1RECEIVING FEEDBACK

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1My ability to hear and receive feedback from members of the group openly and non-defensively, seek to understand the key elements of the feedback, and respond to the feedback through responsible actions and commitments.

	 SEQ CHAPTER \h \r 1DECISIVENESS

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1My ability to take action and help the group move forward by listening to itself, agreeing on key elements, selecting a path, deciding and moving on.  Helping to avoid waffling, false starts, and gridlock while allowing for constant field adjustments.


	GROWTH VALUES

The Six Dimensions of Inner Development


	 SEQ CHAPTER \h \r 1EMPATHY

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1Actively participating in the feelings and ideas of others.  Embracing differing views and opinions, knowing they are essential to understanding and synergy.  The acceptance of others as they are, unique and marvelous creations in their own right.

	
	

	 SEQ CHAPTER \h \r 1AUTHENTICITY

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1The capacity to be at peace with yourself, know who you are, what you feel—to simply be yourself.  You’ll only be as good as you are capable of being real.  Owning up to your own weaknesses, failures, and mistakes lets others know you’re human.  Playing a game or hanging on to old pre-assigned roles and responsibilities in a changing environment only inhibits growth and authenticity.

	
	

	 SEQ CHAPTER \h \r 1SPONTANEITY

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1The capacity to think out loud and act naturally without external constraints or being held within established lines.  It’s the ability to self-act or react in a real and natural way as events occur.

	
	

	 SEQ CHAPTER \h \r 1COURAGE

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1The ability to do what is right for the larger whole, knowing at times it is not a popular choice.  Confronting others when it’s needed and being able to withstand the backlash.  Having the moral strength to venture where angels fear to tread while resisting opposition, strain, or threat.

	
	

	 SEQ CHAPTER \h \r 1OPEN-MINDEDNESS

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1The ability to act and make decisions provisionally, recognizing there may be a better way introduced tomorrow.  This flexibility and open-mindedness allows us to deal with individuals and teams as they are, and at their own pace.  This increases our receptivity to others’ arguments, ideas, and thoughts.

	
	

	 SEQ CHAPTER \h \r 1INTUITION

Self Rating

1     2     3     4     5
	 SEQ CHAPTER \h \r 1The ability to react with confidence on limited data or information.  Willingness to trust your gut, knowing something is different but not being able to put a finger on it.  At times it can be those immediate insights gained that need to be shared, regardless of how hard they could be to substantiate.


	 SEQ CHAPTER \h \r 1CORE COMPETENCIES
The Essential Elements of Team Leadership


	 SEQ CHAPTER \h \r 1Visioning

Self Rating

1     2     3     4     5
	The ability to build a positive description of what the future can become while exploring possibilities and alternatives, creating common understandings, recognizing and defining consequences, establishing meaningful and stretchable targets, creating a sense of urgency and a bias for action, staying in constant touch and harmony with those outside your team and organization, and encouraging innovation and creativity.

	Enabling

Self Rating

1     2     3     4     5
	The ability to create a learning environment that encourages independent thinking by providing critical information readily, building relationships and trust between people and teams, and establishing team norms and standards congruent with growth values.

	Leading

Self Rating

1     2     3     4     5
	The ability to offer direction and establish standards in an environment of mutual respect and integrity while creating new ideas, keeping focused on the vision, guiding the course without coercion or intimidation, being real and allowing, even embracing mistakes that lead toward learning.

	Counseling/Confronting

Self Rating

1     2     3     4     5
	The ability to respond to others appropriately, with sensitivity to their needs, feelings and capabilities; to deal effectively with others in both favorable and unfavorable situations, regardless of status or position.  The ability to bring differences and conflict out into the open and model collaborative problem‑solving and consensus‑seeking behaviors.

	Communicating

Self Rating

1     2     3     4     5
	The ability to effectively and clearly present and express information by using appropriate eye contact, gestures, and body language, being concise, using appropriate vocabulary, grammar and punctuation, and having appropriate voice inflection, modulation, volume, etc.

	Reasoning/Logic

Self Rating

1     2     3     4     5
	The ability to identify, incorporate and organize the critical elements of a situation and plan alternative courses of action based on identifying obstacles or potential problems, delineating the problem, reasoning with others to gain a common understanding, dealing with ambiguity and paradoxical constraints, and establishing a plan of action noting major milestones and tasks required.

	Integration

Self Rating

1     2     3     4     5
	The ability to view differences in people, actions, processes, roles, responsibility, thinking and results as complimentary rather than exclusionary.  To bask in the “genius of the AND” rather than wallow in the “tyranny of the OR.”


 SEQ CHAPTER \h \r 1RATING SHEET
Observation Description: ____________________

Participant’s Name: ____________________

Evaluator’s Name: ____________________

	Criteria
	Rating of Participant
	Notes


	Visioning
	LOW  1  2  3  4  5  HIGH
	____________________

	Enabling
	LOW  1  2  3  4  5  HIGH
	____________________

	Leading
	LOW  1  2  3  4  5  HIGH
	____________________

	Counseling
	LOW  1  2  3  4  5  HIGH
	____________________

	Communicating
	LOW  1  2  3  4  5  HIGH
	____________________

	Logic
	LOW  1  2  3  4  5  HIGH
	____________________



Feedback Comments and Observations:

Evaluator Signature ________________________________ Date ________________________

	 SEQ CHAPTER \h \r 1APPENDIX
Additional Ideas, Tools and Considerations


 SEQ CHAPTER \h \r 1Regarding:
Application Screening

As with all employment processes, each candidate completes and submits an application form.  The form is used to screen the applicant for a number of variables including:




Key skills and abilities




Completeness




Gaps in the employment history

Special attention is given to indications of accomplishments such as the completion of an educational program or a special project like building a house.  Findings of this nature can serve as indicators of motivation and self-direction.  The application, however, simply provides a brief foundation for the more detailed screening process.

Regarding: 
Reference Checks
The ability to obtain reliable information about an applicant from previous employers can be important.  The problem, however, lies in getting information that is accurate and informative.

Telephone interviews with past employers or references may get some information more quickly than a written request, but many employers are very hesitant to provide any descriptive, performance information to a “cold” caller.  You are generally able to get information like:

· Yes he/she was employed here between January 1992 and January 1995.

· I can verify (or not verify) the salary information you have.

 SEQ CHAPTER \h \r 1Written questionnaires have drawbacks of being slower, but may allow more credibility in the need for the information.  Their effectiveness is greatly enhanced when a release of information, signed by the applicant, is included in the request.  Even so, remember to ask for information which can be responded to directly and simply, such as:

· Attendance

· Work performance

· Salary

· Reason for leaving job

· Work skill/ability

The answers to these questions provide factual rather than subjective information around applicant’s past performance and dependability.

Regarding:
Preliminary Interview

The preliminary interview is a 15 - 20 minute process designed to review the applicant’s background and assess interpersonal skills.  During this step, the applicant is asked to give examples of previous teamwork related experiences in an effort to determine compatibility with your system.

Questions like, “Describe how you handled a situation where an employee was not doing their job?”  gives the interviewer a good feel for the applicant’s ability to handle similar situations in the future.  A series of targeted questions will be developed that help illicit behaviors associated with the appropriate skill requirements.

Regarding:
Group Interviews

At this stage, four to five individuals representing members of work teams (when possible), management and human resources are assembled to interview applicants and ask both work and team related questions to gain insight into the individual’s background.  Assertiveness and communication skills are carefully observed to assess the match between the applicant and the system.

The underlying objective is to determine the fit between the applicant and the team structure.  Once the interview has been concluded, the selection group meets to share and discuss each member’s observation.  After discussion, the team ranks the applicant based on the criteria established and against the other applicants.

	 SEQ CHAPTER \h \r 1SIMULATIONS
Selection of Exercises


 SEQ CHAPTER \h \r 1Typical Exercises and Processes
Attached are several simulations and exercises which are examples used as part of the team assessment process.  
	 SEQ CHAPTER \h \r 1MANAGEMENT PROBLEMS

EXERCISES


 SEQ CHAPTER \h \r 1Instructions
· This exercise consists of six typical team problems.  You will be assigned, through the use of a group conducted random draw, one of these six problems.  Do not discuss your assignment with other group members at that time.  Conduct the assignment drawing now.

· You are to read the team problem assigned to you, analyze the situation, determine what facts are present in the problem and prepare a 15-minute persuasive presentation to be given to the other members of your assessment sub-group.  The presentations will be given in order beginning with Team Problem (1), Team Problem (2), etc.

· No questions from your sub-group members will be allowed during your presentation.  A question and answer period will follow your presentation.  Be prepared to answer any and all questions regarding your presentation.

· Complete the peer-rating sheet immediately after the completion of each presentation.  One-on-one feedback will begin after the completion of the last presentation.

 SEQ CHAPTER \h \r 1Team Problem (1)
EMPLOYEE APPEAL/EMPLOYEE ASSESSMENT
You are the reviewing authority in the case of an employee who is appealing the performance ratings assigned to him by his immediate team leader.  Such an appeal is permitted by the salaried personnel policy.  The appeal has been submitted to you in writing.  The team leader reports directly to you and was recently promoted by you in his current job.  The employee and his immediate team leader are at an impasse on the matter.

The written appeal of the employee reads in part as follows:

“Objectives previously established and approved were exceeded thus meriting the corresponding performance summary and salary/incentive awards.  Vague, generalized, largely unobservable accountabilities and standards of an activity nature were received by me one month prior to the assessment interview and assignment of ratings.  These accountabilities and standards did not agree with the previously established and approved objectives.”

“Result centered attainments were ignored in the ratings assigned, the ratings could not be explained and no substantiating evidence for the one month rating period was provided to me.  Instead, I was informed that he (the team leader) had been on the job only five months, that he (the team leader) didn't understand the established objectives agreed to four months earlier, and that the ratings assigned represented his ‘opinion’.”

“For these and other reasons, I am appealing the ratings as assigned.  These truly subjective ratings directly negatively affect my earning potential under the incentive as well as merit compensation systems and should not be allowed to stand.  To say anything different is to say these programs are not pay for performance programs.”

Prepare a 10 minute presentation for sharing with your assessment sub-group members.  Your presentation must:  describe the situation as you view it; deal with the appeal of the employee, i.e., clearly indicate how you, the reviewing authority, plan to resolve the appeal and impasse in question.  Your presentation must convince the other members of your assessment sub-group that your approach to handling this problem is the single best possible solution to the team problem.  You may wish to involve the group members in the discussion in order to gain their understanding and agreement.

 SEQ CHAPTER \h \r 1Team Problem (2)
SELECTION STANDARDS
You are the team leader in your area.   You have three members on your team.  One of these employees has just resigned creating a vacancy.  You now must decide what skills and capabilities are required to fill this vacancy and then make a request in writing to select a replacement.

Assume that the vacancy in question is identical to the role you now hold.  List in order of priority in Column A the six most critical or frequently performed INDIVIDUAL and TEAM duties.  Show, in Column B, what selection standards you plan to use for each of these elements.  Pay close attention to job related requirements.


A (Individual and Team Duties)


B (Selection Standards)
Prepare a 10 minute verbal presentation for sharing with your assessment sub-group members.  Your presentation must answer two questions:  

· What are the critical or frequently performed role duties?

· What are the selection standards for each role duty, i.e., the know-how area, role  related training and experience, etc.?

Your presentation must persuade the other members of your assessment sub-group that the duties you list are the critical role duties and the selection standards are legal and job related from an EEO viewpoint.  You may wish to involve the group members in the discussion in order to gain their understanding and agreement.

 SEQ CHAPTER \h \r 1Team Problem (3)
SETTING GOALS AND OBJECTIVES
Your real world boss has asked that you present a 10 minute verbal presentation on setting team goals and objectives to his staff, i.e., his direct reports and your peers..  Begin your preparation now.  The presentation must answer at least the following:

· Why team objectives are needed and important.

· What a good objective/goals looks like when properly written

· What are current Goals and Objectives have you set with your team and what impact have they had on performance. 

· Why should the members of this group use objectives as part of the management system

· What this group can do immediately to improve goal and objective setting.

The other members of your assessment sub-group are the staff in question.  Your presentation must persuade all the other members of your assessment sub-group that they should utilize specific standards involving time and quantity measurements in their real world team.   You are expected to use some of the specific duties of your assessment sub-group members in your presentation, i.e., illustrations in writing standards, etc., and in convincing all of them to utilize specific standards involving time and quantity measurements in assessing their own team performance.

 SEQ CHAPTER \h \r 1Team Problem (4)
VERTICAL COMMUNICATION
You have been asked by your Regional Leader to complete a Leadership Skills Assessment on your current plant Leader.  You are not at all certain that your  team leader, the person to be rated by you, is in favor of this method of assessment or of having his direct reports “rate” his competence.  You do know that everyone in your team seems to have received the “Leadership Skills Assessment” form and been asked to complete it.

There have been one-on-one discussions among the staff about the appropriateness of this “rate the boss” activity.  Some feel they should refuse to participate in the assessment, some feel they should slant the ratings to “get along” with the boss while others see this as their chance to really hammer him.  A few are lobbying to honestly complete the form.  

Your role in this exercise is to take 10 minutes to discuss and resolve this assignment with the other members of the group.  Your discussion must:  Discover how the group feels about vertical communication, how they feel about assessing the “boss”, and how effective “Leadership skills” is as a model for leadership competency.  You must also convince these people to honestly complete the “Leadership Skills” form on their real world team leader or agree to an even more appropriate vertical communication program.  Begin your presentation preparation now.

 SEQ CHAPTER \h \r 1Team Problem (5)
PROBLEM IDENTIFICATION
Your assignment is to independently identify a current, significant management or team problem of importance to the company.  This is your chance to clearly name the problem, describe the problem in great detail, indicate how the problem impacts on the company, provide alternative answers to the problem, and give the best answer to the problem in your opinion.  Be prepared to, of course, defend your answer in the question and answer period which will follow your presentation.

You have 10 minutes for your presentation and any group discussion. Your presentation must persuade those in attendance to take appropriate action on the problem you have identified when they return to their jobs back home.  Please engage the group in the discussion process for more effective agreement.  

 SEQ CHAPTER \h \r 1Team Problem (6)
GROUP PERFORMANCE REVIEW REPORT
Your assignment is to critically evaluate the overall performance of this “actual” subgroup in meeting the objectives of each Team Problem.  You are to review the way your group, including you, has performed in working effectively but not how any one group member has performed.  You will have 10 minutes to present your assessment to the members of this group and gain their input and thoughts.  Your group performance review report must include, but is not restricted to:

· How well are we listening to one another to gain understanding?

· How well are we using our time?

· What is the level of Honesty, candor and trust within the group?

· What should we do to improve so that we get the most out of this workshop?

· What have we observed during this session that reminds us of inefficiencies or ineffectiveness in our normal jobs?

Your presentation must persuade the other members of your assessment sub-group that you are correct in your analysis of the performance of the assessment sub-group to date, and what needs to be done about that performance to make it still better.

	 SEQ CHAPTER \h \r 1BEHAVIOR DESCRIPTION WORKSHEET


 SEQ CHAPTER \h \r 1Team Exercise 4

Imagine yourself as a member of the Super Assessment Team (SAT).  Your committee has just conducted a two-day workshop for the top promotables in your company.  You are presently reviewing each candidate’s performance and you hear the statements made below.  Indicate whether you agree or disagree that the statement adequately reflects behavior observed or simple generalization, opinion, or judgment.

As soon as you have completed the exercise individually, your group should work together to create a “consensus” response to the form.

	        SEQ CHAPTER \h \r 1Statement
	 SEQ CHAPTER \h \r 1BEHAVIOR 
DESCRIPTION?
Agree  Disagree

	 SEQ CHAPTER \h \r 11.
He showed very poor persuasive ability when working with others in the group.
	(     (

	 SEQ CHAPTER \h \r 12.
She did an excellent job in getting the group to accomplish its goal.
	(     (

	 SEQ CHAPTER \h \r 13.
Suggested promoting the problem foreman because “He’s a go-getter.”
	(     (

	 SEQ CHAPTER \h \r 14.
Made four separate recommendations to the group, but none were accepted.
	(     (

	 SEQ CHAPTER \h \r 15.
Blocked out all his scheduled meetings on his day planner calendar.
	(     (

	 SEQ CHAPTER \h \r 16.
Started out his presentation to the group by reviewing his findings.
	(     (

	 SEQ CHAPTER \h \r 17.
Was very decisive in his statements made to the poor performer.
	(     (

	 SEQ CHAPTER \h \r 18.
In reviewing the letters and memos, it became obvious she has the ability to express ideas clearly, in writing and in good grammatical form.
	(     (

	 SEQ CHAPTER \h \r 19.
Took action based on her own convictions rather than being concerned with pleasing others.
	(     (

	 SEQ CHAPTER \h \r 110.
He analyzed the problem thoroughly.
	(     (

	 SEQ CHAPTER \h \r 111.
Recommended they take a vote since there were only 5 minutes left.
	(     (

	 SEQ CHAPTER \h \r 112.
Set up an Inventory Control System which kept all parts on separate sheets.
	(     (

	 SEQ CHAPTER \h \r 113.
Admitted to group: “I made a mistake,” but was reluctant to support Al’s proposal.
	(     (

	 SEQ CHAPTER \h \r 114.
Made assumptions on items not supported by data.
	(     (

	 SEQ CHAPTER \h \r 115.
Told her she could not attend her father’s funeral.
	 SEQ CHAPTER \h \r 1(     (

	 SEQ CHAPTER \h \r 116.
Told Tom he should be promoted because of his “fine display of leadership.”
	(     (

	 SEQ CHAPTER \h \r 117.
Suggested to the group that they define the criteria for selection first.
	(     (

	 SEQ CHAPTER \h \r 118.
John did an excellent job in closing off the interview.
	(     (

	 SEQ CHAPTER \h \r 119.
In organizing the team, she grouped all the production memos together and then responded.
	(     (

	 SEQ CHAPTER \h \r 120.
During the team discussion, she became frustrated with Fred.
	(     (

	 SEQ CHAPTER \h \r 121.
As she analyzed the data, it became evident that her perception skills were good.
	(     (

	 SEQ CHAPTER \h \r 122.
The performance appraisal interview was summarized by asking for a letter of rebuttal.
	(     (
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