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Talent Scout

Orienteer

Coach
Engagement 

Expert

Legacy Creator

INSTANT EXPERT

Manager Series

Essentials of Engagement
Self-assess daily engagement actions
Plan and implement a conversation that counts

Skill Builders:  Communicate
		    Listen

Talent Scout
Attract talent
Hire for fit and skill

Skill Builder: Leverage Talent







Orienteer
Connect new hires to their jobs and the culture
Align new hire expectations with job reality

Skill Builder: Align Expectations 

Coach
Communicate goals and performance expectations
Accelerate on-the-job learning

Skill Builders:	 Set Goals 
	G ive and Get Feedback

Engagement Expert
Recognize and value each employee
Create a positive, productive work climate

Skill Builders:  Inspire Others
		   Recognize and Reward

Legacy Creator
Encourage informal knowledge sharing 
Identify critical at-risk knowledge and expertise

Skill Builder: Teach and Learn













1. Prospect - Arguably the most important step. The best talent is 
aligned with the organization’s strategic direction. When Prospects see 
your company as the employer of choice, they will join you.

Your Role: Talent Scout

4. Performer - Performers are engaged, motivated and 
challenged. They will continue to contribute at high levels. 
Your Role: Engagement Expert

5. Legacy Leaver - You have been successful; 
when employees stay with you and your company - 
and contribute at their peak - until they retire, rewire 
or move on.
Your Role: Legacy Creator

3. Learner - Learners are contributing and growing. Challenge 
and motivate them. Inspire them to perform. 
Your Role: Coach

2. New Hire - Your Prospect joins your team and the work 
begins. Orient (introduce and integrate) your New Hire to 
the job, the culture and the social network. 
Your Role: Orienteer

The Employee Cycle describes the 
steps – the key phases, performance 
milestones and challenges – that 
employees navigate from recruitment 
to leaving your organization. When 
managers understand and address 
employee needs at each stage, the result 
is engagement and performance.

The Employee Cycle
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Use the chart below to indicate the number of employees - and potential employees 
- currently in each stage of the Employee Cycle. 

Prospect ________   represented by open positions

New Hire ________   have come onboard within the last 90 days

Learner ________   learning and enhancing basic requirements of the job

Performer ________   consistently delivering the basics and beyond

Legacy Leaver ________   preparing for the next level of responsibility

My Team2 My Expertise 

Enter your Engagement Profile 
scores below:

Talent Scout  ________

Orienteer  ________

Coach  ________

Engagement Expert ________

Legacy Creator ________

3

My Plan
The ultimate goal is to perform all the roles expertly. To accomplish that goal, however, you must 
decide where to begin your learning. You might start where the need is greatest; for example, the 
highest number of employees in a particular phase of the employee cycle. Or you might begin with 
the role where you want to gain more skill. You want to balance your employee’s needs and your 
own as you prioritize your learning.

Start here:  _____________________

Talent Scout

Orienteer

CoachEngagement
Expert

Legacy Creator

4
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Communication is everywhere in the workplace: one-way, two-way, cascading, flowing, face-
to-face, bottom-up, top-down, lateral and virtual. and in spite of best efforts, a common 
lament is “not enough communication.” Perhaps more accurately said – we have too much 
communication but not enough conversation.  

Conversation is a tool that helps people to explore their ideas and assumptions. The goal 
of conversation is to deepen understanding. Conversation is the spark that leads to mutual 
understanding.

Fast Facts
a good conversation produces results.
good communicators are better managers.
Conversation builds trust and fosters personal relationships.
Communication is 55% body language, 38% tone, and 7% words. 

•
•
•
•

 Conversat ions  tha t  Count

Leadership is conversational and conversation is at the heart of leadership, 
whether you are managing, coaching, engaging, influencing, resolving 
conflict, solving problems, or strategizing. Conversation produces results 
through the exchange of information, priorities, obstacles, thoughts, 
opinions and feelings – conversation builds relationships. 

How To:
Connect face to face
Use a natural tone 
Know your employee and speak to them
Demonstrate your enthusiasm and commitment
Use open ended questions to gain insight and 
to invite response
Listen intently
be present – clear your mind and your calendar 
– eliminate interruptions
Sometimes communication does not require words. 
a kind gesture may be all someone needs to connect. 
Make a connection with a glance, a smile or a pat on 
the arm.

















Quick Quiz 
Check your conversation habits. Have 
you inadvertently made any of these 
common conversation mistakes?

Did most of the talking
Took a problem away from someone
Didn’t inquire about feelings
Delivered an unclear message
Cancelled the meeting
Allowed interruptions













How well we communicate is determined not by how well we say things 
but how well we are understood. 

- Andrew Grove  
         

CEO Intel Corporation
”“ 

Source: Fierce Conversations by Susan Scott

Engagement Profile

Read each of the statements below and circle the rating that best describes the frequency with 
which you perform the action.

I actively promote our employee experience, culture, organization, and 
career opportunities to job candidates.

I treat job candidates as well as I would treat a valued customer.

I consider emotional intelligence competencies such as social skills and 
empathy as well as education and experience.

I ask questions about individual talents and where those talents can play 
on the team or the project.

1.

2.

3.

4.

NEVER   1     2     3     4     ALWAYS

1     2     3     4

1     2     3     4

1     2     3     4

1     2     3     4

TOTAL   _______

I discuss job opportunities for current employees in other parts of the 
organization.

I meet with new hires to find out how things are going for them. 

Each employee knows the importance of their role and how their job fits 
with the organization’s mission.

I align the new hire’s expectations with the realities of the job. 

5.

6.

7.

8.

NEVER   1     2     3     4     ALWAYS

1     2     3     4

1     2     3     4

1     2     3     4

1     2     3     4

I coach every employee regardless of performance level.

Every employee has a development plan and we discuss it at least once 
a quarter.

Every employee has written career goals.

I openly communicate strengths and growth areas to each of my 
employees. If they could read my mind, they wouldn’t be surprised.

9.

10.

11.

12.

TOTAL   _______

NEVER   1     2     3     4     ALWAYS

1     2     3     4

1     2     3     4

1     2     3     4

1     2     3     4

TOTAL   _______Coach

Orienteer

Talent Scout
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Skill B
uilder

  Listen Conversations that Count

Listening is not the absence of talking, but the presence of attention. Listening is not simply hearing, it is 
understanding. Listening requires participation, action and effort. Listening is the glue that holds conversations 
together. 

Good Listeners 
Practice attentive and active listening.
Have the patience to hear people out.
Can accurately restate the opinions of 
others even when he/she disagrees.
Know how to listen even when they 
don’t want to.







Listening means knowing what others have said and meant to say and leaving people knowing that they have had their say.“ ”
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Check Yourself 
Do you...

interrupt 
show impatience
spend more time talking
neglect to inquire or ask questions
Cut people off or finish their sentences
Think about your response instead of listening
suggest solutions before the problem is explained
assume you are listening because you can hear
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How do people know you are listening?
you have your mouth closed
you make eye contact
you take notes
you don’t frown or fidget
you paraphrase what was said
you listen first, solve second

Like all communication skills, listening improves quickly 
with practice and technique.

Skill B
uilder
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Career Chutes & 
Ladders

Devote a team meeting to 
discussing career paths and 
options at your company.  
What  pa ths  have  peop le 
historically taken?  How are the 
trends changing?  What are the 
“must have” assignments for 
each person’s internal resume?

Participant Tools

Engagement Profile assessments give 
managers insights about their current 
engagement behaviors.

Instant Expert quick reference descriptor 
provides information about the manager’s 
role, the skills needed to effectively perform 
the role and ideas for applying new skills. 

Skill Builder cards offer practical ideas for 
immediate on-the-job application. 

eTicket card deck contains 31 actions 
managers can use to see immediate results.









Front line managers never know what new challenges each day will bring. 
Their days are busy and unpredictable. They hire, orient new employees, 
coach, and manage performance. In their high-speed work environments, 
they only have time for training that is fast and targeted.

The Instant Expert Manager Series includes six modules. Each 90-
minute session delivers how to’s, powerful actions, and a key skill to coach 
and engage employees from recruitment to retirement. When managers 
understand and address employee needs at each phase of the employee 
cycle, the result is performance and engagement.  



Can busy people learn a new skill in 90 minutes? The answer is “Yes”, if some important learning principles are in 
place. Some training courses depend too much on cognitive learning – acquiring knowledge – using only lectures 
and slide presentations. This type of learning requires participants to passively absorb and retain large amounts of 
content. But in order to build skill, participants need opportunities to connect with the content and apply it to 
their work – less passive listening, more application and practice. 

©2010 by The Learning Café  							                  design by Futures in Focus 0510

INSTANT EXPERT

Manager Series

Instant Expert Manager Series uses high impact learning methods based on Malcolm Knowles’ adult learning principles. 

People need to be involved in the planning and evaluation of their training.

Experience (including mistakes) provides the basis for learning activities.

Adults are most interested learning about things that are immediately relevant to their job or personal life.

Adult learning is problem-centered (“How do I…?”)

1.

2.

3.

4.

1 learn it
Content
Information learning 
increases knowledge

Quick Quizzes 
Fast Facts
Assessments
Instant Expert

•
•
•
•

apply it

try it
Application 
Action learning 
improves on-the-job 
performance

Connection
People learning 
influences attitudes

Application and Feedback
Action Plan
Commitment
Skill Builders

•
•
•
•

Case Studies
Demonstrations
Practice
Role Play

•
•
•
•

2

3

1. learn it

2. try it

3. apply it

Devon Scheef 					      	                        					            Diane Thielfoldt 
DevonS@thelearningcafe.net                                                                          					          DianeT@thelearningcafe.net

The 90 Minute Skill Building Process

Essentials of Engagement   What determines if employees will “give their all?”

Employees are engaged by...

...Managers who inspire confidence in the 
future, recognize employees’ contributions, 
and believe quality and improvement are 
priorities

...Challenging work and the opportunity to 
learn new things and develop new skills

...Organizations that demonstrate a 
genuine responsibility to employees and to 
the community.

Essentials of Engagement energizes and focuses managers  
on the realities of engagement:

Importance of the manager and employee relationship
Power of engagement to motivate and inspire employees
Extent to which discretionary effort can mean goals are 
achieved – or not
Ability of managers to influence employee engagement  
and talent retention

Managers will
Self assess daily engagement actions
Plan and implement a conversation that counts
Build skill in communicating and listening







•
•
•


