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“When you possess personal leadership, you can write your
own ticket to success; you can name your own price for fame.
Anything you can visualize is yours — money, power, prestige,
acclaim — when you meet challenges with confidence and
demonstrate true personal leadership."

– continued on page 2 –

Consider this definition of personal leadership: Personal
leadership is the self-confident ability to crystallize your
thinking and establish an exact direction for your own life,
to commit yourself to moving in that direction, and then to
take determined action to acquire, accomplish, or become
whatever you identify as the ultimate goal for your life.

Personal leadership involves the development of a posi-
tive self-image that gives you the courage and self-confi-
dence necessary to make a conscious choice of a specific
course of action that will satisfy your needs, to follow that
path, and to accept responsibility for the outcome. Personal
leadership demands conscious assumption of control over
your own destiny though the
establishment of personal
goals that give depth and
meaning to every action.

When you possess personal
leadership, you can write your
own ticket to success; you can
name your own price for fame.
Anything you can visualize is
yours — money, power, pres-
tige, acclaim — when you
meet challenges with confi-
dence and demonstrate true
personal leadership.

Every instance in which
you act out of self-confidence
through a sense of commit-
ment of purpose or from de-
sire to fulfill your own per-
sonal needs is an expression
of your personal leadership.

Doing what you know is right and productive for you
regardless of obstacles or the opinions of others is the
essence of personal leadership.

While everyone practices personal leadership to some
extent, few of us have developed our personal leadership
abilities to their fullest potential. As a result, the personal
leadership we exhibit is often inconsistent because we have
not been adequately trained in its art. Besides of the lack of
instruction, another principal reason for not using personal
leadership is the lack of experience. Inexperience makes us
reluctant to act for fear of making mistakes. As a result, we
fail to gain the fundamental experience in personal leader-

ship that would assure suc-
cess.

You have the potential for
personal leadership. To at least
some degree, you have al-
ready developed your ability;
and what you have learned in
part, you can master and per-
fect. Personal leadership is not
created by situations but by
your response to them. Noth-
ing restricts your personal lead-
ership potential except the ar-
tificial limitations you place

on your own mind.
The proper beginning

point for developing more
effective personal leadership
is with the strengths and
abilities you have now. Us-

What Is Your Definition of Leadership?
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– continued from page 1 –

ing them with courage builds your self-confidence and
your belief that you can achieve your most challenging
goals. Developing personal leadership is leading yourself
along the path to success. It is applying self-motivation to
realize and use more of your God-given potential.

You need no tools other than those you already possess.
The development of personal leadership uses those talents
and abilities you already have. Follow these procedures to
prepare for personal leadership:
1. Recognize and believe in your own untapped potential.
2. Understand yourself and develop a strong self-image.
3. Learn how to generate on a consistent basis an unlim-

ited supply of self-motivation.
4. Become a practitioner of goal setting.

Rewards of Leadership
Personal leadership is the ability to obtain maximum

joy from life, whatever meaning that expression may have
for you. It is kowing what you want to do and having the
confidence to do it. It is the realization that the essence of
life is found as much in the giving as in the getting. Each
person has a private world to conquer and a unique
contribution to make. You are given a blank canvas, and all
the color of the spectrum are on your palette. You can
create masterpieces comparable to those of Rembrandt,
Michelangelo, and DaVinci; or you can merely splash the
canvas with the dull gray of mediocrity. You conduct life’s
symphony. You can allow the tempo to drag and keep the
volume low and unobtrusive, or you can revel in all the
variations of tone, tempo, and harmony that bring vibrant
excitement to life. Personal leadership is certainly within
your reach if you learn to use more of your potential.

The exercise of personal leadership brings to your life
the rewards you most desire:
1. The freedom to choose your own path to success,
2. The confidence that you are following a life plan that is

right for you,
3. The elimination of confusion and frustration that come

from trying to please others when that means denying
your own goals, and

4. The challenge and excitement of developing all of your
potential.
You live in a rich and abundant world that provides

more opportunities than you could possibly pursue. You
were created to be a striver and a goal seeker — to be
forever unsatisfied. Not content merely to grow, to live,
and to reproduce, you must find purpose to life. When
working toward goals and ideals, you are unsatisfied but
not dissatisfied. The poet Robert Browning understood
this distinction when he wrote, “Ah, but a man’s reach

should exceed his grasp, else what’s a heaven for?”
Along with the desire to achieve goals and to find

purpose and meaning in life, you were given the means for
reaching your goals. You are equipped with a vital reserve
— an untapped potential — equal to your needs. Recogniz-
ing your untapped potential is the first step to preparation for
personal leadership. The scientists who study human be-
havior agree that few people ever use more than a small
portion of their potential. We all have infinitely more talents
and abilities than we ever use.

Because your potential is virtually unlimited, success
must be defined in terms that allow for stretching your limits
to reach new heights. Here is a definition of success that is
broad enough to include all of your dreams yet specific
enough to produce belief:

Success is the progressive realization of worthwhile
predetermined personal goals.

Because you are a goal seeker and are almost continu-
ously unsatisfied, you find success only in progressive
realization of goals. It is not enough to set goals;  you must
realize them by working toward them. They must be your
own goals, compatible with your inner sense of values. If
your goals are to hold your attention and attract you to them,
they must be predetermined, and finally, they must be
worthwhile — worthy of your best efforts. They must, in
some measure, call upon your reserve strengths, your
untapped potential.

The principal reason many people do not find sucess is
that they look for it by comparing themselves to others. If
you evaluate success through comparison of yourself to
others, then the more people you know, the less likely you
are to feel successful. Life will be one big disappointment
after another. On the other hand, you may be more success-
ful than a neighbor, a brother or sister, or your parents and
still be a dismal failure if you fall far short of your capacity
for success. The only valid comparison you can make is to
compare what you are to what you have the potential to
become. You will be successful only when you resolve to
develop your untapped potential and measure your success
in the progressive realization of worthwhile predetermined
personal goals.

Three tools are available for use in developing more of
your personal leadership potential:
1. Believe in your potential. Once your potential is put into

action, it grows and gains momentum. Like an ava-
lanche crashing down a mountainside, it sweeps every
obstacle from its path.

2. Exercise self-reliance. You are the only one who can
discover and use your potential. Trust your ability.

3. Act with initiative. Be decisive. Refuse to wait for
someone to tell you what to do.
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Pursue Personal SuccessDevelopYour
Power of Choice

You may lead a rich, full life
or a shallow, empty existence.
But whatever you gain from life
is largely a matter of choice —
your choice.

Choice is a talent that must
be developed. Like any other
talent, the power of choice can
be developed. If you are reluc-
tant to make choices and deci-
sions because you fear failure,
you may choose to play it safe
and miss experiences that could
lead to making better and better
choices.

You must choose for your-
self. Because no two people are
exactly alike, no one can make
a completely satisfactory choice
for someone else. The choice is
yours.

You may select any action
you choose; but once you make
a choice, the consequences fol-
low the principle of cause and
effect. Once you accept respon-
sibility for exercising your free-
dom of choice, you can use it to
make changes of habit or atti-
tudes that are necessary for de-
veloping personal leadership.

It is obvious that personal leadership involves change. We may excuse ourselves
from developing personal leadership by pointing to ingrained habits and attitudes
firmly entrenched since early childhood; in the world of reality, however, we can see
that people do change – often dramatically. It is possible to develop the art of personal
leadership through changing habits and attitudes. Whether you pursue a course that
leads to mediocrity or set out on a journey to outstanding success is a matter of your
own free choice.

When you choose to break out of a conditioned existence and become all that your
potential allows, give attention to these three areas:

◆ Self-knowledge. Before you can change old attitudes and habits that resulted from
early conditioning, you must recognize their existence. Personal growth requires
self-knowledge. Examine your values, your habits and the things you believe. Take
a look at the desires that motivate you and the purpose  you have for your life.
Become aware of strengths you have upon
which to build and the areas in which addi-
tional growth is needed.

◆ Goal setting. When you know who you are,
recognize your strengths and weaknesses,
and understand what is important to you in
life, you are in a position to set challenging
goals that will organize and direct your
activity and make the best possible use of
your potential.

◆ Attitudes and Habits. Attitudes are nothing
more than habits of thought, and habits are
developed. Just as you developed your
present habits through the repetition of ac-
tions or thoughts, you can change attitudes
and habits that are not working well for you. Identify the new habit or attitude you
believe will be important to your success. Plan specific actions you can take and
schedule them into your daily activity. Use whatever reminders are necessary to see
that you take these actions until they become automatic from repetition.

As a leader, manager, and communicator, you may encounter many potential
occasions for disagreement and dissatisfaction: your responsibilities may require you
to relate decisions, post schedules, announce promotions, recommend or deny raises,
change procedures, and provide other news — good and bad — to your team members.
To them, you are the organization.

When you secure the confidence, respect, and trust of both those you supervise and
those you report to, you are able to execute your job with confidence. No one else has
quite as much potential as you to influence that very important “bottom line.” A
“bottom line” also exists for you personally. You are in a position to build an ongoing
program of growth and development that will help you achieve whatever career goals
are important to you. Whether you choose your present position as a lifelong career or
want to earn more responsibilities in the organization, the skills you develop now will
be useful all your life.  Perhaps the executive works in a quiet, luxuriously furnished
office where the only sound is the buzz of the intercom while you work in a small
cubicle. Both are fulfilling the same purpose: getting the work of the organization done
with and through other people.
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Good meetings are productive exchanges of ideas that
advance your goals. They are carefully planned, skillfully
led, and their results thoroughly checked, monitored, and
modified as needed. “Is a meeting required to get the job
done?” is the first question to ask in the planning process.
Could another less expensive, less time-consuming form of
communication — a memo, telephone call, or a personal
visit — accomplish the same purpose? If your purpose can
be achieved without a meet-
ing, then a meeting is usually
a waste of time.

When you decide to call a
meeting, crystallize your
thinking about the purpose.
Be specific about what should
be accomplished. Then de-
cide what type of meeting will
best achieve that purpose.
Meetings assume a variety of
structures — speech, discus-
sion, negotiations, small work
groups, panel, demonstration,
forum, or a combination of
two or more of these. Also
decide what length of meeting would be appropriate.

Be certain to plan sufficient time to accomplish the
purpose of the meeting. Avoid an open-ended schedule that
tends to encourage meetings to drag on and on. Give serious
thought to the time of day of the meeting. Generally, people
are at their peak productivity around 11 a.m. Avoid sched-
uling important meetings too close to lunch or too close to
quitting time. These constraints, however, can help you
have short, get-to-the-point meetings if that is your goal. The
right timing and scheduling contribute tremendously to
productive use of time spent in meetings.

Conduct Productive Meetings
Begin at the scheduled time. Monitor the time and keep

the discussion focused on the purpose. When participants
know that the meeting you call will be carried out efficiently
and on time, they come with attitudes that are positive,
expectant, receptive, and productive. A favorable atmo-
sphere for communication exists from the beginning. As a
result, your energy can be directed toward the purpose of the
meeting.

Start the meeting on a positive note. Point out progress or
make other positive observations about the situation or
group. Avoid implying that anyone is wrong, or triggering
undesirable emotional responses. Instead, emphasize points

Demonstrate Leadership in Meetings
on which agreement already exists; then move to areas for
exploring change. As leader of the group set an example.
Be prepared. Do your homework in advance. Gather all of
the information you need to share with participants so they
can carry out their responsibilities effectively.

Preparation and effective leadership generally propel a
meeting forward, but occasionally distractions do occur.
Distractions are often the result of incomplete planning, but

this is not always true. Sponta-
neous talking is one of the most
common interruptions. To keep
the meeting moving, it is some-
times helpful to set rules gov-
erning when each participant
may speak. Involve participants
in designing the rules, and they
are usually willing to conform.
When people know they will
have a chance to participate at
an appropriate time, they feel no
need to interrupt. Remain calm
and tactful at all times; be as
positive as possible. These traits
demonstrate your leadership.

Adhere to the agenda you sent out beforehand. Have
extra copies of the agenda available. Encourage participa-
tion, but do not allow the discussion to stray far off track.
Work through one issue at a time. Tell the group that other
topics will be handled at another time. Remember to record
these other concerns in the meeting report and schedule an
appropriate time for addressing them.

Thorough follow-up is essential. A common failure of
meetings is that when they are over, nothing happens.
Meetings are productive only when decisions reached
result in concrete, positive actions that leads to desired
goals. It is also essential to document results from any
meeting. An effective leader assures positive action by
thorough follow-up:
◆ Make sure participants understand their assignments.
◆ Distribute minutes from the meeting as soon as possible.

In the minutes include decisions made, actions to be
taken, who is responsible for each action, and target
dates for completion.

◆ Offer appropriate assistance with individual assign-
ments.

◆ Help participants meet their target dates by making sure
they have access to needed data and other resources.

◆ Schedule appropriate follow-up meetings as needed.
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The Principles of Mutual Understanding
Mutual understanding depends on understanding one-

self and understanding others. What motivates people to act
as they do? When you determine the answer to this question
for specific individuals, you will more likely communicate
in a way that results in a positive change. Human beings are
complicated, and no simplistic rules exist for understanding
what causes them to behave as they do. But insight into
motivation helps you build bridges of understanding.

Three basic principles pro-
vide insight into why people
behave in certain ways. Apply-
ing these principles helps you
reach the goal of communica-
tion: mutual understanding by
sender and receiver, and some
change. Act on these principles,
and your communication takes
on a two-way dynamic, leading
to more lasting, mutual under-
standing and long-term results.
◆ Principle #1. Behavior is

caused. People are motivated
for two basic reasons: either to gain a benefit, or to avoid
a loss. Experience shows that when a certain circum-
stance, activity, or experience is satisfying or beneficial,
people desire more of it. If a circumstance, activity, or
experience is disagreeable or unpleasant, people do their
best to avoid it. Understanding more fully why people
move either toward certain behavior to gain a benefit or
move away from certain behavior to avoid a loss can
help you interact more effectively with them. Motiva-
tion is a “motive” for “action.” A motive is a reason,
purpose, or goal; an action is to go, do, or act. Motivation
is both motive and action combined: goal directed
action. When someone sets a goal and starts working
toward it, that person is motivated. In the truest sense of
the word, you cannot motivate someone else; you can
only create an environment conducive to motivation.
Too many people try to use fear motivation, based on
force, or incentive motivation, based on external re-
ward, to get people to do what they want done. Fear and
incentive motivation are only temporary because they
involve non-personal, external needs only. Also, exter-
nal fear and incentive tactics do not help individuals
develop and use their innate talents and abilities. The
only permanent motivation is attitude motivation, based
on inward change. When people do something because
they want to, not because they think they have to, when
they are pursuing their own goals, then and only then are

they truly motivated. Lasting motivation taps into the
minds and hearts of others — not just their pocketbooks
or their fears. Tapping into inward needs is the ultimate
cause of effective, lasting motivation.

◆ Principle #2. People are more likely to act on feelings or
emotions than on logic. Regardless of how people arrive
at certain judgments or beliefs, they are moved to action
by feelings or emotions much more than by logic. Feel-

ings play a more significant
role in human behavior than
most people recognize. In
addition, feelings are cre-
ated by what each person
believes to be true, not by
what others believe to be
true. Experiences of people
and how people react to
those experiences form their
feelings and their beliefs
more than what someone
else simply tells them. Even
the most stoic, controlled

individual is motivated more by feelings than others
generally realize. Take feelings or emotions into consid-
eration when interacting with others. Understanding and
using the power of emotion in communication enables
you to reach mutual understanding and win/win results
more often.

◆ Principle #3. People act for their reasons, not yours.
When people think for themselves and solve their own
problems, they are much more highly motivated. People
rarely change patterns of behavior without considering
the impact of their choice. They usually think about a
situation before they take action on it. Admittedly, some
people do a great deal more thinking and others do less
thinking. But when you are aware that people act for their
own reasons, you become increasingly concerned about
what motivates  them, not just what motivates you. With
this awareness, you can guide their thinking toward
constructive, self-motivated actions.
To dramatically improve your communication results,

keep in mind these principles explaining why people think,
feel, and act as they do. Remember that different people take
different paths to gain a benefit or to avoid a loss, but there
is always a reason they behave as they do. The patterns of
behavior of human beings are infinite, but people are moti-
vated more to action when they are led and encouraged to act
in ways that meet their needs. Knowing these principles of
human behavior greatly increases your level of success.
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empower their people to use their
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