Personal Management Basics (PMB) – Taking Initiative  

Module Name: 	Self-Management Skills – Taking Initiative

Purpose:	Initiative is all about taking charge. An initiative is the first in a series of actions. Initiative can also mean a personal quality that shows a willingness to get things done and take responsibility.  

In North American business settings, taking or showing initiative is an important skill. Consistently taking initiative will help you meet and exceed, the expectations of employers, co-workers and those you serve. 

Participants will have the chance to gain the skills knowledge to become more responsible, take proactive steps, build their confidence, and may be perceived as a leader.
 
Logistics: 		4 hours

Facilitator: 		Member of the WEM Facilitation Team  

Special Instructions: Not applicable at this time.

Transferability to the Workplace 
 

Benefit to the organization:

May give leaders an opportunity to shine.

May take pressure of supervisors, e.g., don’t need to “baby sit” 

May build culture of responsibility and measured risk taking.

Essential Skills: 	Continuous learning, Thinking Skills, Working with Others, Oral Communication







Learning Objectives
 
By the end of the session the participants will be able to:

· Define initiative.
· Identify ways to take initiative in your life and in the workplace.
· Discuss your personal why for taking initiative.
· Explore through the 5 Whys strategy why we do not take the initiative. 
· Discuss strategies to take initiative in the workplace.
· Discuss the connection between taking initiative, confidence and leadership.
· Create a personal SMART Goal.
· Discuss strategies to answer interview questions around taking initiative.
· Identify ways to take initiative within the classroom.

Assessment(s):

· Comments and ideas shared throughout the session.
· Data will be collected through the weekly feedback form.
· Appendix D - Self-Assessment Questions – Taking Initiative



Personal Management Basics (PMB) Topics include:

	Topics
	Modules

	Introduction to PMB’s
	· Introduction to PMBs
· Self-Management Skills
· Co-operating with Others

	Self-Management Skills
	· Self-Awareness
· Responsible Behaviour
· Managing Stress
· Positive Attitude
· Taking Initiative
· Adaptability and Flexibility

	Co-operating with Others
	· Interpersonal Skills
· Respect for Others
· Respect for Expectations
· Reliability
· Personal Presentation








Program Overview – Lesson Plan

Activity: Complete Self-Assessment Questions – Taking Initiative, Appendix D.  Provide the participants with the chance to review their ideas with their table partners. 

Learning objective: Define initiative.

Ask: What words would you use to describe taking initiative?

Share the following definition of initiative with the participants.

· The ability to assess and initiate things independently.
· The power or opportunity to act or take charge before others do.
· An introductory act or step; leading action.
· Readiness and ability in initiating action; enterprise.
· One's personal, responsible decision.

Learning objective: Identify ways to take initiative in your life and in the workplace.

Move the participants into groups. Assign each group with a life and work situation. 

Examples:
· Groceries are needed
· Laundry needs to be done
· New shipment of materials had been delivered
· Local street has been closed
· Etc.

Hand out and review 48 Ways for You to Take Initiative in your Life and Work, Appendix A.

Learning objective: Discuss your personal why for taking initiative.

As a large group explore reasons why people take the initiative in different areas of their life. 

Once you have a thorough list ask the participants to identify their personal why and then share it as a large group.

Learning objective: Explore through the 5 Whys strategy why we do not take the initiative. 

Ask the participants why people or themselves do not take the initiative in their daily or work life.
 
Once you have a few examples, work through one or two of them by applying the 5 why strategies.

Ask: What did you learn/discover about yourself as a result of the 5 why activity?



Learning objective: Discuss strategies to take initiative in the workplace.

Review Appendix A and discuss strategies for how you can apply these ideas in the workplace.


Learning objective: Discuss the connection between taking initiative, confidence and leadership.

Definitions

· Initiative:
· The ability to assess and initiate things independently.
· The power or opportunity to act or take charge before others do.
· An introductory act or step; leading action.
· Readiness and ability in initiating action; enterprise.
· One's personal, responsible decision.

· Confidence:
· the feeling or belief that one can rely on someone or something; firm trust.
· the state of feeling certain about the truth of something.
·  secret or private matter told to someone under a condition of trust. (Confidences)

· Leadership
· the action of leading a group of people or an organization.
· the state or position of being a leader.


Ask: What is the connection between these three words, initiative, confidence and leadership?

Note: There may be a need to reiterate that being a leader does not require a formal title.

Learning Objective: Create a personal SMART Goal.

Hand out SMART Goal Worksheet, Appendix C.

Review the following concepts with the participants.

GOAL SETTING: 
1. Set A Plan and Work It
Setting and achieving goals is an important part of a successful job search. No one can claim to be successful unless you have a set of goals that you have set out to achieve and a plan to attain it. Working that plan is also an important part.
2. Make Sure They Are Meaningful and Motivating
Many people looking for a job make the mistake of thinking that setting goals is not your duty.  That when you get a job it is up to the manager to tell you what your goals are. This is not true. As an future employee, it is also your duty to set goals for yourself. You may not be familiar with it initially but eventually you will get the hang of it. When setting and achieving goals – make sure that your goals are meaningful and motivating. 
Think like a manager.  What would I want from my employees?
SMART goals

As beginners, this is the most common and easiest format used for setting and achieving goals. Goals should be SMART.
	


· Specific
Good performance goals are specific. The common mistake in setting specific goals is stating an outcome rather than specific achievement in order to produce that outcome. For example, stating, “Find a job.” is an outcome. What is needed is specific achievements that result in someone losing weight. In the process of setting and achieving goals, the first step is to make sure the goals are specific.
· Measurable
Some career newbies find this difficult to do. After all, not all good goals are measurable. But based on experience, majority of good performance goals will have measurable results. Think hard about this. Sometimes it is a matter of looking at it from a different angle. Think about the goal’s intention. That may help you write it differently. 
· Achievable
Goals that are challenging yet achievable builds self-esteem and confidence. That can result in more responsibilities and rewards. Some people believe that goals should be impossible to achieve. Yet others make the mistake of making it easily achievable. These goals are not good as they aren’t very motivating for you.. Be brave enough to set realistic, challenging goals that you alone or with the help of family, friends and support workers can achieve. Remember, it is about setting and achieving goals. Not just setting.
· Results-focused
When setting goals remember the activities must target the result you are trying to achieve. Common mistakes are thinking of activities as results. For example, writing a new resume is an activity, finding a job is a result.
· Time-bound
Give a time to when your meaningful and motivating goals will be achieved.

Provide the participants with time to create a personal SMART goal. Share it with a partner. Potential question to ask your partner “What is one thing we could do to make the idea within the SMART goal stronger?”

Learning objective: Discuss strategies to answer interview questions around taking initiative.

Hand out and review the document Interview Questions related to Taking Initiative, Appendix B.

Wrap up: Initiative is critical for success in anything you do. If an interviewer can get a sense of what kind of employee you will be based upon how well you answer these questions, you will either be hired, or never hear from the company again. Expect to be asked these questions to find out if you are a self-starter or are someone who needs a lot of encouragement and close supervision. Some people are bursting with energy and are eager to take on responsibility. Others don’t have what it takes. Many people are somewhere in between. It’s the interviewer’s job to find out if you can take initiative. People with initiative are self-confident and willing to accept a challenge. They are also easily bored with routine tasks. Self-starters tend to be more creative and look for opportunities to put new ideas into action.


Learning objective: Identify ways to take initiative within the classroom and explain your purpose for those choices.


Ask: (Solo or pair activity) Identify ways you can take initiative in the classroom and explain your purpose for those choices.

Facilitate a discussion around the ideas and the participants purpose for their choices.

Conclusion: You will have the chance to practice these ideas each and every day we are together. This is a journey not a destination.


APPENDIX

Appendix A – 48 Ways to Ways for You to Take Initiative in your life and work
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Appendix B - Interview Questions related to Taking Initiative
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Appendix C – SMART Goal Worksheet
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Appendix D - Self-Assessment Questions – Taking Initiative
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Appendix E – Initiative Resource Guide
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48 Ways You Can Take Initiative in Your Life and Work

Fhe key is taking responsibility and initiative,
deciding what your life is about and prioritizing your life
around the most important things.

- Stephen Covey
Once you accept that responsibility, you are free.

Free fo take action. Free fo try things that will take you towards your ideal life.
Free to not just open doors, but create your own doors.

Here are 48 ways you can take initiative in your life and work:

1. Make a habit of asking “what if” instead of accepting the status-quo (the way
things usually are)

2. Schedule creative brainstorm sessions by yourself or in groups
3. Challenge yourself to try new things every day for a week
4. Ask a lot of questions

5.1f you are spending a lot of time doing boring tasks, ask yourself if it really
needs fo be done. If it does, find ways fo make it more efficient. Consider
sharing some of those tasks with others.

6. Do different self-awareness exercises every day for a month. Take personality
tests. Ask your friends and family about your strengths and weaknesses.

7. Make a list of all the things you've been meaning to do for a while - whether
it's something as small as cleaning the house, or something as big as writing a
book - and start doing at least one thing from that list straight away.

8. Find a mentor.

9. Form a mastermind group. (also known as a peer advisory board). Your peers
give you feedback, help you think of new ideas, and help keep you focused
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and on track. You will create a community of supportive coworkers who will
brainstorm together to move the group to new challenges.

10. Join a class to learn something new, even if it has nothing to do with your
job.

11. Make a list of your biggest mistakes. Write a journal about the lessons you
learned from those mistakes.

12. Speak up. Next ime someone asks you for an opinion, don't hold back.
Present your ideas, or say exactly what you think. You have to be comfortable
with yourself and your beliefs, to get used to taking inifiative.

13.If you see something that needs to be done, go do it - even if it's not a part
of your responsibility.

14. Admit your mistakes.
15. Set goals.

16. Participate. Make your presence known by taking part in any discussion or
activity with enthusiasm.

17. Take advantage of new opportuniies.

18. Discover your values. Do you know what you stand for2 Your core values are
an essential part of the life you want to create, so spend some time thinking
about them.

19. Make a list of things around you that are not quite good enough, the ones
that you know could be befter. Pick one, and brainstorm how you'll make it
better. Then, immediately implement the idea.

20. Make decisions. When something needs to be decided, don't just worry or

think about it and prolong the situation. Do your homework, assess the situation,
and then make an informed decision.
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21. Follow the 80/20 rule. This rule suggests that 20 percent of your activities will
account for 80 percent of your results. Focus your efforts on the things that wil
deliver high impact results.

22. Make a conscious effort to give your absolute best to every task at hand.

23. Be persistent. If you want something, and you know you are right to want it,
then keep at it. Don't let the fear of rejection hold you back.

24.Influence is power. Experiment with different ways to improve your
influencing skills.

25. Send a hand-written “Thank You" card to someone who has helped you.

26. Approach one person who's good at something you want to improve in,
and ask them for help. You could either ask them to be your mentor, or make a
mutually beneficial offer where you provide them with something they need in
return.

27. Praise someone publicly for something they did well. If your spouse did
something nice for you, thank them or praise their effort in front of others. If a
friend took the initiative, went out of their way fo do something, or did a really
great job, make a point of commenting on it in front of other friends.

28. Praise someone who's in a higher position than you. If your parents did
something well, or if your boss did something very helpful, or gave you good
guidance, tell them that, and thank them.

29. Lead by example. If you are trying fo get someone else to do something, do
it yourself first. Inspire action in others. Don't force it.

30. Help someone with zero expectation for any reward, or even a thank-you.
Help them because it's the right thing to do.

31.Find an informal leadership position. Organize events in your local
community; offer your help with school projects; start a group that brings like-
minded people together. You don't need to wait for someone else to tell you
that you are a leader. Leaders lead - whether they get paid for it or not.
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32. Find one way that you can improve your communication skills, and practice
it every day for two weeks.

33. Find out how other people prefer to communicate. Wherever possible, use
the medium of their choice.

34. Bring solutions, not problems. No one likes negative people and whiners. If
you see an issue, hyall means bring it up. But have something constructive to
say as well.

35. Anticipate your manager's, partner’s, children's, friends’ needs. Do
something for them that they need, without their having to ask you.

36. Regularly ask people in your life for their feedback on your strengths and
weaknesses.

37. Be honest. Be yourself. Success without authenticity is meaningless.

38.Be your own best supporter. Lear to present your ideas and plans in a
positive and effective manner to others.

39. Volunteer for difficult or weird assignments.

40. Smile at people. Greet them. Friendliness is the most effective way to create
connection.

41. Minimize negative comments that come out of your mouth.
42. Give what you want to receive. If you want respect, give respect to others. If
you want opportunities, give the opportunities in your power to people who

would benefit from it.

43.Find a work environment that supports your authenticity (who you are). Don't
try to fit in a place that s totally wrong for you.

44. Create a plan for where you want to be in five years' time.
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45. Actively break-off association with all negative influences in your life.
surround yourself with/by people who support, motivate or inspire you.

46. Regularly review your progress on your goals, and adjust your course as
required.

47. Pick one skill that is important/necessary for you but you aren't very good at,
and focus on improving it to a high level within 4-6 months.

48. simplify your life.
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Interview Questions related to Taking Initiative

Looking for a job? Get ready to answer some tough questions. One of the
categories of questions which employers like to focus on is “initiative.” Employers
learn more from questions related to initiative than anything else they ask. The
way you answer these questions will help the potential employer determine if
you are a self-starter.

Question: Can you tell me about a time when you have shown initiative?

The worst thing you can do when answering this question is to not have an
answer or respond with something like: “I'm not really sure how to answer that
question. I've done many things in my life that have shown inifiative.” An answer
like this indicates that you are unprepared and that in itself indicates a lack of
initiative.

Start by thinking in terms of what you've done to save fime or money or make
things better for you or your family. You need to convince the interviewer that
you are a doer, someone who takes responsibility and gets the ball rolling. A
good answer would be: “The kids in my community wanted to play soccer but
didn’t have a team. Itook the initiative to organize a volunteer coach, found a
sponsor for equipment and asked the high school for practice time. I'm happy
to say the team is improving every week."

Question: Can you give me an example of something you have learned in the
past three years?

This is a great question because it gives you the opportunity to share with the
interviewer an example of how you have demonstrated initiative by gaining a
new skill. A person who doesn't have anything to share about learning wil
appear to be lacking in inifiative and drive. A weak answer would be: "I don't
have a lot of extra time to spend leaming new things due to family obligations,
but I think I'm faifly good at what | already do." Even a suggested lack of
initiative, much less a response as obvious as this, will hurt your chances for
getting the job offer.

Instead, try something like this: A member of my family was recently diagnosed
with diabetes. | decided | needed fo lear to cook better food for him, to help
him stay healthy. | have leamed about better nutrition, and together we try a
new recipe every week.
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Question: Can you fell me about a recent task that you worked on that was fun
and challenging?

Interviewers ask this type of question when they want fo find out more about
what gets candidates excited about their work. As a job seeker, it gives you
another chance to share your successes with the interviewer. Many candidates
find it difficult to list their accomplishments. They struggle to come up with
examples of what they have done that is a measure of their success. One way
to get over this barrier is to start thinking about what you have done that was
enjoyable, challenging, interactive, posifive and made a difference. Write down
a few ideas and start thinking about how you would answer a question like this.

For example: "One of the most exciting projects | was involved in was something
I volunteered to do. My family needed to build a new shed. Some family
members were experienced with this, but | was not. | had the chance to learn a
lot of new carpentry skill, figure things out, read instructions, and practice my
math skills. | enjoyed the teamwork and satisfaction of a job well done.

The worst possible answer you could give to this question would be something
general or shallow such as: "There are many exciting things | have done; I just
can't think of anything in particular right now.” This answer is a real tum-off to an
interviewer because it indicates a lack of preparation for the interview and is
therefore a reflection on initiative.

Question: If you were in a training program and you were a good student. The
teaching assistant (TA) got sick and you were asked to help out by stepping into
his/her job for six weeks, what s the first thing you would do?

In answering this question, you definitely don't want to make a joke as this
candidate did when she said: "If | moved into my TA's position, I'm not sure what
the students would learn!” This candidate may have thought she was being
funny, but the interviewer didn't take it that way. If you like to joke around from
time to fime, the interview may not be the best place to do so. Some
interviewers like a candidate with a sense of humor, but everyone responds to
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humor differently. Don't take a chance of potentially turning someone off by
trying to be funny or unconventional during a job interview.

A good answer would be: "Although I've never had that happen, | have had
occasions when | was asked to help out in class for a special project. The first
thing | did was to make sure | understood what the trainer wanted me to do,
and also talked to the students to see if they had any concerns or questions. |
wanted everyone to be involved so that a good result could be achieved."

Question: Tell me about a fime when you surpassed all expectations by going
the “extra mile.”

Imagine this: a candidate misunderstood this question and said: "l wanted to
run a 10K race; it's a goal | set for myself many years ago. | finished the race and
ran an ‘exira mile’ because | was so excited that | finished.” On a serious note, a
good answer would be something like: *In my last job, the supervisor told us
there were going to be changes made to the schedule. I volunteered to move
to the second shift because | knew my coworker had a problem with day care.
It would be easier for me to change my schedule.

In conclusion, initiative is crifical for success in anything you do. If an inferviewer
can get a sense of what kind of employee you will be based upon how well you
answer these questions, you will either be hired, or never hear from the
company again. Expect to be asked these questions to find out if you are a self-
starter or are someone who needs a lot of encouragement and close
supervision. Some people are bursting with energy and are eager to take on
responsibility. Others don’t have what it takes. Many people are somewhere in
between. It's the interviewer's job to find out if you can take initiative. People
with inifiative are self-confident and wiling to accept a challenge. They are also
easily bored with routine tasks. Self-starters tend to be more creative and look for
opportunities to put new ideas into action.
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Personal Goal:

Answers at time of development

Result

Specific
e Whatis the desired result? (who,
what, when, why, how)

Measurable
e How can you quantify (numerically or
descriptively) completion?
e How can you measure progress?

Achievable
« What skills are needed?
e What resources are necessary?
e How my surroundings impact goal
achievement?
« Does the goal require the right
amount of effort?

Relevant
e Is the goalin alignment with the
overall mission or strategy?

Time-bound
e Whatis the deadline?
e Is the deadline realistic2

Copyright Workplace Education Manitoba www.wem.mb.ca 2019
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Self-Assessment Questions - Taking Initiative

A) Do | fake action before it is required or necessary?

B) Am I proactive (planahead) or reactive (make changes after the fact)?

C) 1am known for doing more than is expected of me?

D) Do | take action to develop my own personal and job search plansz

E) Do I own the outcomes of my actions?

Source: Adapted from: http://thesalesblog.com/blog/2010/01/30/initiative-the-
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fource: http://www.mindtools.com/pages/article initiative.htm

Researchers Michael fgsg,and Doris Fay define inifiative as “work behavior
characterized by ifs self-starting nature, its proactive approach, and by being
persistent in overcoming difficulties that arise in pursuit of a goal.”

When you show iniiative, you do things without being told; you find out what
Yyou need to know; you keep going when things get fough; and you spot and
take advantage of opportunities that others pass by. You act, instead of
reacting, at work.

Most of us have seen initiative in action. Maybe you've seen a young manager
who fills her boss's shoes when she's sick and the rest of the team is nsure what
10 do; or perhaps you've seen a team member proposing a process
improvement plan to the executive board

Initiative has become increasingly important in today's workplace. Organizations
want employees who can think on their feet and take action without waiting for
someone to fell them what to do. After all, this type of flexibility and courage is
what pushes teams and organizations to innovate, and to overcome
competition

How to Develop Initiative

The good news is that initiative is a skill that you can develop. You can do this by
following these steps:

1. Develop a Career Plan

Research® has shown that people who have a long-term career plan are more
likely fo take initiative. Professionals who know what they want and where they
want to go are far more likely to show initiative at work, especially when the
action or decision will help them further their career goals. Develop this plan .

Also, make sure that you understand your job, and your team and your
organization’s purpose, so that you know what you should be achieving. See our
arficles on Job Analysis . Team Charters and Mission and Vision Statements for
more on this

Once you know what you want to achieve, integrate your career goals with
your personal goals, so that you have something to work towards. (In your
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personallife, the key to developing initiative is to set clear personal goals , and
then to work steadily towards achieving them.)

2.Build Self-Confidence

It can take courage and a strong sense of self to show inifiative, especially if you
fear that people may disagree with your actions or suggestions.

First, fake our quiz, How Self-Confident Are You? The results will give you a good
idea of your confidence levels right now. Then, if you need to, take steps to build
your self-confidence .

For instance, set small goals so you can achieve some quick wins. And push
yourself to do (positive) things that you'd otherwise be scared fo do - this will not
only help you build your seli-confidence, but it will help you build the courage fo
accomplish bigger, scarier fasks later on.

You might also want to read our article on Positive Thinking . This, along with
Visualization , can help you build your self-confidence even further.

Tip:
Some people have a real fear of speaking up, or of taking any action that's not
yet authorized by the leadership team, because they're afraid of failure or

rejection. If this sounds like you, see our arficle on overcoming fear of failure fo
learn how to manage your fears.

3.Spot Opportunities and Potential Improvements

People who show initiative often do so by spotting and acting on opportunities
that their colleagues or leaders have not noticed. They're curious about their
organization and how it works, and they keep their minds open to new ideas
and new possibilties

You should always be on the lookout for areas in your organization that could
use improvement. To spot opportunities and potentialimprovements, consider
the following from the problem-finding stage of the Simplex

Process :

+ What would our customers (infernal and external) want us to improve?
What could they be doing better if we could help them?z How can we
improve quality?

+ Who else could we help by using our core competences 2

+ What small problems do we have that could grow info bigger ones?
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+ What slows our work or makes it more difficultz What do we often fail to
achieve? Where do we have bottlenecks ¢ What s frustrating and iritating
to people on our team?

Get into the habit of looking for these things - perhaps set a repeating
appointment in your diary to remind you to look for them; and, when things go
wrong, think about how you can fix them

Tip:

For more on implementing your ideas, see our articles on the Simplex Process
and on tuming your idea info reality .

4.Sense-Check Your Ideas

Imagine that you've come up with a creative way of breaking through a
bottleneck in your customer service process. Before you head straight to your
boss with your idea, stop and do some homework. Think about the costs and
risks associated with the idea. (Tools like Cost/Benefit Analysis , Risk Analysis and
Impact Analysis will help here.)

Where the cost of the project and the consequences of something going wrong
are small, consider going ahead with your idea directly., while keeping your boss
“in the loop" (how far you should do this depends on your relationship with your
boss). Where risks or costs are more significant, consider preparing a business
case . and ask for authorization before you go ahead

You've already shown initiative by coming up with a solution. Make sure that you
follow this through by doing your homework on the idea. The more you have
researched and considered your ideas, the higher your chances of success wil
be.

5.Develop Rational Persistence

Persistence is the art of moving forward even when you encounter inertia or
difficulty. People who show inifiative often encounter difficulties and setbacks
along the way, 5o rational persistence (where you listen to, consider, and
appropriately modify your direction depending on other people’s input) is
essential if you want to achieve what you've set out fo do.
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When you're persisting with your idea, you'll find things much easier if you leam
how fo manage change effectively - this can often make the difference
between success and failure for a project. Ifs also helpful fo leam how fo open
closed minds, since people may already have an opinion on a subject before
you even start presenting your idea.

6.Find Balance

While it's important fo take initiative, it's just as important to be wise in the way
that you use it. In some situations, it can be inappropriate fo take initiative, and
people who generate too much extra work for other people can upset others.

For instance, you might have worked with a colleague who was "gung-ho"
about every idea. He was constantly pushing the team, and your boss, to lead
the next project or fo implement a new idea. However, some of his ideas were,
naive, his persistence in taking the inifiative often crossed the line info
aggressiveness, and perhaps the team felt that he "rocked the boat" too much
at a fime when other team members were overloaded.

Inisiswhy it's so important to learn good decision-making techniques. The more
you enhance these skills, the better you'll be at judging when an idea is good,
and it isn't. This way. you can develop a reputation both for initiative and for
good judgment - an invaluable combination!

You'l also want fo develop your emotional intelligence skils. It's helpful o know
how to read the emotions of others. This sensitivity can help you further decide
when to take initiative, and when it's best to let things be.

Key Points

Initiative has become increasingly important in today's workplace. You show
initiative when you act without being fold what to do, persist in the face of
inertia and difficulty, and see your idea through to a successful conclusion.

There are six steps you can take to develop your own inifiative.

1. Develop a career plan.
Build self-confidence.

spot opportunities and potential improvements.
sense-check your ideas.

Develop persistence.

Find balance.

oo w N
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http://www retentionconnection.com/article_options_are_endless.html

“Taking the inifiative” can mean many things--tapping inner creativity, tackiing a
persistent problem, capitalizing on opportunities, or creating ways to improve
customer services or current work environment. By taking initiative in any of
these ways, employees can elevate their visibility in the organization and greatly
enhance their chances for recognition, learning, advancement, pay raises and
bonuses, as well as have a more meaningful and exciting time at work.

Here are some ways any employee can take greater initiative in his or her job,
voiced in @ way that you could give directly to your employees or managers. It's
one thing to tell your employees to take greater initiative, but another to provide
them with easy and clear ways o do it.
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Ways to Take More Initiative in Your Job

Thinking Outside the Box: Innovation--thinking outside the box--is the spark that
keeps organizations moving ever onward and upward. To think outside the box,
look for new combinations, ask “what if" or develop "what-if’ scenarios, consider
approaches you've never considered before, brainstorm with others, and be a
champion of new ideas.

Doing Your Homework: Preparation is often the key to success in any endeavor.
You will be more successful in convincing others that what you believe is the
right thing, if you are armed and ready with the facts. Taking the inifiative fo do
your homework means doing the basic research necessary to back up your
claims, such as obtaining necessary information, determining costs and benefits,
making calculations, and/or gaining buy-in from others who will be affected

Taking Action--Capltalizing on Opportunities: Iaking actian can offen be a scary
proposition. It would be much easier to wait for your boss fo make the decision
and take the responsibility to tell you what to do and when fo do it. However,
progressive companies realize that they need employees at all levels who are
wiling and encouraged to take chances and to make decisions--and be wiling
1o take responsibiity for their actions.

Making Improvements: One of the easiest--and most effective-ways for
employees fo take initiative is to be on the lookout for ways to improve the work
processes, products, services, and systems that are a vital part of how the
organization does its business. In fact, the closer you are to an organization's
actual product, the greater the chance is that you have more daily contact
with s real business-ifs customers, clients, products, and services-than do those
who are higher up the ladder.

Perseverance and Persistence: Employees who excel at taking inifiative usually
must also persist in the support of the ideas and actions in which they believe.
This type of initiative can, at times, include overcoming the resistance of higher-
ups or of entrenched policies and systems that work to ensure the maintenance
of the status quo. It often takes a certain degree of courage to take initiative in
the first place. But fo persist--even over the objections of your manager or
others-takes even more commitment and courage.

Taking initiative can be as simple as asking "what if." So, the next time you're
doing a routine task, remember that it's the person who does the job who s in
the best position to know how to do the job better--whether this improvement
means identifying new ways to cut costs, how to make improvements to the
way products are developed in your company. how a process might be
streamiined, or how fo enhance the level of services your customer receives.
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