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NLP
Level 6

WORK PLACE COACH

 WORKBOOK

Welcome to the NLP Workplace Coaching Course. Please work through the questions and tasks below and make notes in your workbook as you go through the course.
PART 1 - SELF ANALYSIS & SELF REFLECTION

1. List your 5 biggest strengths under the following 4 headings. 5 under each heading. 1/ Career, 2/ Health, 3 /Home life, 4 /Finances
2 List your 5 biggest weaknesses / current challenges under the following 4 headings. 5 under each heading. 1/ Career, 2/ Health, 3 /Home life, 4 /Finances
3 List your current learning and development needs in priority order with a minimum of 10. Please state why you prioritized your needs the way you have and state reasons. 
4 What are the current blockages prohibiting you from moving forward with your personal development. Please be specific to each individual development area. If none please state none.
5 Please list your biggest work related achievements in the last 3 years. Please supply full details.

6 Please list your 5 biggest disappointments in the workplace in the last 5 years.
7 Please rate your self on a scale of 1 to 10 in the following areas and give reasons for your scorings
A -  Workplace Coaching Skills

B -  Staff Development 

C -  Managing Conflict

D -  Performance Management

E -  Driving Staff Performance

F –  Managing Poor Performance

G -  Motivating Your Team

H – Managing Staff Key Deliverables.

I –  Time Management

J -  Managing Individual Staff Performance

K – Influencing and Communication Skills.

L – Managing Upwards

PART 2 – TASKS

1. WHO ARE YOU AT WORK?
Write a short story about your Work life

How you see yourself, feel about your achievements and failures, and how do others see you. Include any plans you have for the future. This story should include a start, middle and end. Highlight the successes and failures (no more than 500 words)

WHAT’S IMPORTANT TO YOU AT WORK?
List your top 5 values

3. WHAT’S REAL AT WORK?
List your top 5 beliefs

PART 2 QUESTIONS 
Complete these after reading ALL the lessons in PART 2

WHERE ARE YOU RIGHT NOW? 
Complete a personal SWOT analysis on your own life.
1. List your Strengths, Weaknesses, Opportunities and Threats. This can be from a personal and professional point of view.
	Strengths

Personal:

Professional:


	Weaknessess

Personal:

Professional:



	Opportunities

Personal:

Professional:


	Threats

Personal:

Professional:


You now have a conscious thought through summary of all of your strengths, weaknesses, opportunities and threats. This provides you with the blueprint for change in all aspects of life 
2. Human Givens Written Exercise – Needs Elicitation
STEP 1 List your work place strengths
1

2

3

4

5

2 List your workplace weaknesses
1

2

3

4

5

3 List your workplace opportunities
1

2

3

4

5

4 List your work place threats
1

2

3

4

5

STEP 2 I now would like you to spend a quiet 30 minutes thinking about your areas of work life that need attention and action.

For each area I would like you to write down a Well Formed outcome based upon your vision for that particular area. 

Your Well Formed outcome will be a description of the vision you are looking to achieve.

Ideally you should write no more than 3 paragraphs for each outcome
Please aim for 10 well formed outcomes in total found in the swot analysis and any other work you have completed earlier on in this introductory module. 
STEP 3 Once you have written down and described your Well Formed outcome I would like you to write down 5 CSMART GOALS and with each CSMART GOAL, 3 CSMART ACTIONS. 

To finish off the exercise simply state how often you are going to review your plan

Please complete the following for each Well Formed outcome. You can use the example in the lesson titled "An Example of setting goals" to help you

	CSMART GOAL 1


	
	REVIEW

	CSMART 

ACTION 1


	
	

	CSMART 

ACTION 2


	
	

	CSMART 

ACTION 3
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