Knowledge / Skill Checklist

Course: COACHING SKILLS FOR SHOWROOM MANAGERS

Delegate Name: ……………………….…… S/Room: ………….………..  Date of Course: …………..…..…

Area Manager: ……………….…………….  Area: ………………………  Trainer: ……………………..…...

Instructions to Delegates: AT START AND END OF THE COURSE: Rate your ability on a competence scale of 1-5 as follows, and insert your ratings in the 1st and 2nd column below (TOTAL both columns at end of course):-

1= No knowledge/skill

2= A little knowledge/skill but considerable development required

3= Some knowledge/skill but development required

4= Good level of knowledge/skill displayed, with a little development required

5= High level of knowledge/skill – no/very little development required

Instructions to Area Managers/Field Sales Trainers: Your delegate has now completed the above course. Check their knowledge/skill, using the questions/ activities below. Rate their ability according to the rating scale above. Write your ratings, in the 3rd column, and ensure the column is totalled. Please FAX the form to the F.S.T within 2 WEEKS of course completion.

	KNOWEDGE / SKILL
	PRE

(DELE.)

(1-5)
	POST

(DELE.)

(1-5)
	POST

(A.M./F.S.T.)

(1-5)

	1. Understands what coaching is and can define the benefits

1.1    What is coaching?

1.2 Name 3 benefits of coaching for the Coachee, and 3 for the Coach


	
	
	

	2. Can define the difference between coaching and training 

2.1   Name 3 differences between coaching and training


	
	
	

	3. Can define the 4 learning styles and identify their own preferred style

3.1  What is the difference between the 4 learning styles?


	
	
	

	4. Appreciates the barriers to undertaking effective coaching and understands how to reduce the barriers

4.1  Name 4 ‘barriers’ to effective coaching and explain how you could overcome these barriers

	
	
	

	5. Understands the type of questions which are appropriate in coaching situations

5.1  What type of questions should be used in coaching situations?

5.2  Give me 3 examples of this type of question

  
	
	
	

	6. Knows what actions demonstrate good listening skills

6.1  Name 5 things you can do/say which demonstrates that you are a good listener

 
	
	
	

	7. Understands and practises the E.E.C. formula for giving effective feedback during coaching sessions

7.1   What does E.E.C. stand for?

7.2  OBSERVE delegate giving E.E.C. feedback or INVENT a scenario for them to role play the E.E.C. formula


	
	
	

	8. Understands the coaching technique:- Show, Do, Review

8.1  Explain how Show, Do, Review works in practice?

 
	
	
	

	9. Understands and can implement a structured process to train a team member in a new skill

9.1  OBSERVE delegate giving instruction in a new skill or INVENT a scenario for them to role play. Use the assessment guidelines on PAGE 3, and give feedback to delegate afterwards


	
	
	

	10. Can define, and practises, the G.R.O.W. approach when undertaking a coaching session

10.1   What does G.R.O.W. stand for?

10.2  OBSERVE delegate giving a coaching session or INVENT a scenario for them to role play. Use the assessment guidelines on PAGE 4, and give feedback to delegate afterwards


	
	
	

	(TOTAL both columns)
	
	
	

	% CHANGE(delegate view):                          % CHANGE(A.M./F.S.T. view):                                                 (A.M./F.S.T. Use only)


Knowledge/Skill Checklist – ANSWER Support Sheet for A.M./ F.S.T.

Course: COACHING SKILLS FOR SHOWROOM MANAGERS

	1.1 Helping someone perform a skill or solve a problem better than they would otherwise have been able to

1.2  COACHEE: increased job satisfaction, higher skill levels, more confidence, higher self esteem and well being, better motivated.

COACH: improved performance/productivity, higher sales, improved teamwork, more flexible work team, less pressurised, more confident team members, better ideas to improve working



	2.1 TRAINING: More than one person, done in a room away from the workplace, agenda set by trainer, very structured, facilitates the learning of brand new skills or knowledge.

COACHING: one to one, can be done anywhere, agenda can be set by either party, less formal, facilitating the improvement of existing skills or knowledge



	3.1 Activists - learn from doing – no planned methodology – act first, consider consequences afterwards.

Reflector – stand back, observe from different perspectives, consider how they might tackle it– see how it works for others, then adapt it to their way of doing things

Theorist -  logically work to theories of how it’s suppose to be done, sticking to the models wherever possible

Pragmatist – experiment and try out ideas – more structure and thought put into it than Activists – practical, down to earth. 



	4.1 Lack of time – plan ahead – “failing to plan, is planning to fail”. Target critical skill gaps (not all gaps), dlegate some coaching to increase responsibilities (and therefore motivation) of others 

Interruptions – warn others of importance of what you re doing so will be discouraged to interrupt

too noisy/hot/cold/humid environment – can any of these be controlled? If not, consider a separate office or corner of canteen

Coachee not committed to learning (poor ‘will’ level) –get at the underlying cause by discussing your concerns with the coachee, sell the benefits of the improved skills/knowledge

Poor skill level of Coach – attend a course, practice the skills afterwards and learn from what works and doesn’t work, ask for feedback from coachees about coaching style

Previous poor experience of coaching in the past – reassure that it won t be like that with you, emphasise the benefits, get some early successes, spend good amounts of quality time with person, initially  



	5.1 Open

5.2 Any examples starting with words such as Tell me, Describe to me, Explain how you would, What do you do if, How do you? 



	6.1 Nodding, smiling, eye contact, raised eyebrows, leaning forward, uncrossed legs/arms, making notes, ‘umms’ or ‘yeah, I see’, summarising what they have said to you and confirming “Is that okay?” 



	7.1 Example, Effect, Change. Tell them the Example you’ve observed, relay the Effect of that behaviour on the team/manager/showroom/customer, and then get across the Change – ask them how they can change their behaviour for next time. It s so easy to tell them the change (and quicker), however consider the buy-in – are they really committed to a change if you impose it?!!



	8.1 SHOW the example, by role play or observation – you set the standard

DO – they do it by themselves, or you do it together with them doing it for a second time by themselves

REVIEW what they have learned – Can they do it unaided? what went well? What could be improved? Set an action plan, with  review date



	10.1 Goals, Reality, Options, Wrap up 




Assessment Guidelines: GIVING INSTRUCTION IN A NEW SKILL

	1. Preparation

Items of equipment, materials etc to hand?

Learner put at ease?

Learner’s knowledge known or checked?

Purpose of instruction explained briefly and clearly?

Interest/motivation created in the learner?

2. Show

Instructor tell/show one stage at a time?

Key (main) points stressed?

Instructor clear, complete and patient?

Instructor checks whether the learner understood the task?

3. Do

Learner does the task correctly, in the right sequence? If not, Learner’s errors corrected as they occurred?

Instructor remains interested and gives positive communication signals (e.g. ‘yeah’, ‘good’, ‘you’re doing well’)

4. Review

Checks Learner can perform skill without help?

Checks Learner has no questions?

Asks how the Learner felt the coaching went?

Agrees an action plan with review date?


	Tick (()
	Any Comments?




Assessment Guidelines: COACHING SESSION

	1. GOALS
Settled Learner in?

(refreshments, small talk)

Explained Structure/duration?

Mentioned Learner Questions?

Goals clearly explained? 

2. REALITY
SKILL – How much skill already prevalent? How assessed e.g. Questioning /Demonstration

WILL – Confidence checked? e.g. ”How do you feel about being coached in this skill?” 

Sells the benefits of acquiring the skill?

3. OPTIONS
Use of Questioning techniques?

Who talks the most?

Is it ‘telling’ or ‘selling’?

How was feedback given?

Positive body language?

4. WRAP UP
New skill level checked?

Action plan set?

Who sets the action plan?

Checks level of support required in the future?

Asks for feedback on his/her coaching style?

	Tick (()
	Any Comments?




www.abctrainingsolutions.biz - now uploaded with loads of freebie trainer resources!


