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Welcome!

Welcome to The 360 Investment: 7 Steps to Getting the Feedback that will Maximize Your
Talent, Improve Your Effectiveness and Increase Your Results.

If you want to tap into a wealth of knowledge that makes you truly excel as a leader, you'll be
glad to know it’s yours for the asking, literally.

In this program, you will learn how to ask the right questions, get the right answers, and
take the kinds of actions that define true leadership...without spending a lot of time doing it.
You will be taught how to combine the most valuable kind of Feedback with your personal
and professional goals so that you can meet them more easily, more quickly, and with better
results.

By listening to this Audio, you show yourself to be someone committed to your own
excellence. That alone is contributing to your success everyday. It's gotten you where you are
now. Now you're ready for the next step — to stretch yourself to be even better and find out
what's really possible.

You're about to learn how to do that using a top quality 360 Degree Profile that’s custom made
for you. I've conducted dozens of these 360s for high-level leaders, and every time I do, I am
more convinced of their value and importance. I've seen leaders, even at the top of their game,
positively transform their leadership through this process, so that they end up raising their
revenues, meeting higher goals, feeling newly invigorated, using their time much more wisely,
lowering their stress and enhancing their quality of life both on and off the job. You don’t get
that by maintaining the status quo; you get it by asking for the kind of feedback that leads to a
breakthrough!

I'm impressed by your courage, and I know that you will be paid back in dividends what you
are investing in yourself. Congratulations.

To Your Success,

S0

Joelle Jay, Ph.D., MCC, CPCC.
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Your Leadership Coach -
Dr. Joelle Jay

Dr. Joelle Jay is a leadership consultant and coach
(www.pillar-consulting.com) who specializes in helping
business leaders increase their results by investing in
themselves. Joelle has worked with hundreds of top leaders
in Fortune 500 companies through her coaching, speaking,
and research in transforming their business by transforming
themselves. In addition to one-on-one coaching and group
coaching, Joelle and her team conduct 360 Degree Programs
for individuals, small groups and corporations. She is an
associate with the Leadership Research Institute, a regular
columnist for CEOIQ magazine, and the author of several
books on a variety of leadership topics. Joelle has a Ph.D.

in leadership and is an adjunct faculty member for the University of
Nevada MBA Program. She is on a number of boards, including the American Heart
Association’s Go Red for Women campaign and the Nevada Women’s Fund. She is a mother
of two boys, Jackson (4) and Morgan Adam (1).

A Coach for Strategic Leaders

Joelle advocates a reflective, strategic approach to leadership that helps leaders clearly and
swiftly identify what they are doing and why, so they can more directly align their actions
with the results they want. As an executive coach, she is often retained by senior management,
high potential leaders, and rising stars to help them achieve and maintain their peak
performance.

The 360 Advantage

Joelle believes that concrete, accurate feedback is essential to being one’s best. A 360 Degree
Profile offers an efficient yet thorough way to attain that feedback. However, traditional 360s
often leave valuable information hidden. Joelle’s unique approach to designing, conducting,
and learning from 360s allows leaders to glean the maximum results — results that are
personalized and powerful for each individual leader.

A Popular Speaker

Joelle is known for her signature talk, “Leading with Your Strengths: Using Strengths-Based
Leadership to be a Better Leader,” and speaks for corporations, associations, and large groups
of leaders looking for a better, more efficient way to capitalize on their talent. To find out more
about booking Joelle as a speaker for your next event, please visit www.pillar-consulting.com.

©2009 Pillar Consulting, LLC. All rights reserved 11



Who This Program is For

This program is written for people who see themselves as leaders.

You might be leading...
- a group of people
- an entire organization
« ideas
- actions
- initiatives
« projects
« your family
« your church
« your friends
« your life
« yourself

Below follow a list of the kinds of people who have participated in this program in the past:

Human Resource Leaders
Financial Analysts

Executives

Attorneys

Public Speakers

Consultants

Sales Professionals

Real Estate Brokers

Real Estate Investors
Entrepreneurs

Business Leaders

Non-Profit Leaders

Public Relations Professionals
Physicians

Accountants
Communications Professionals
Human Resource Management Teams
Corporate Vice Presidents
Corporate Directors

Diversity Professionals
Program Coordinators

Board Members

Marketing Professionals
Executive Coaches

Business Coaches

Event Planners

Financial Planners

Bankers

Corporate Presidents

Public Officials

Business Up-And-Comers
Conference Organizers

CEOs

CFOs

COOs

Other C-Level Executives
Managers

High-Tech and Software Organizations
Organizations

Finance and Accounting Departments
Customer Service Departments
Leadership Teams

12



My Vision of Leadership

Use this page to describe a vision of the kind of leader you would like to be.
A sample can be found on Page 47.

13



The 360° Investment

The Seven Investments: Seven Steps to a 360 Profile

An Investment in Time

An Investment in Strategy

An Investment in Your Team

An Investment in Relationships

An Investment in Process

An Investment in Reflection

An Investment in Action

Step 1 - Create Your Timeline

Step 2 — Prepare Your Questionnaire

Step 3 - Choose Your Participants

Step 4 - Request Participation

Step 5 - Distribute Your Questionnaires

Step 6 - Exploring Your Feedback

Step 7 - Creating an Action Plan

14



The Returns on a Great 360

As a result of completing a customized, high quality 360 Degree Profile, you can...

Raise your revenues and your income

Meet higher goals

Feel newly invigorated

Use your time more wisely

Lower your stress

Minimize frustration

Enhance your quality of life both on and off the job

Ensure your behaviors are working for you, not against you

Develop an accurate self-perception

Improve the impression you make on others

See yourself as others see you

Learn where, why and how to improve

Understand where you're holding yourself back

Discover opportunities to get ahead

Become much more thoughtful about what you're doing and why
Focus your energy

Maximize your efforts

Get better, more predictable results

Gain greater self-awareness

Build on your strengths

Manage your weaknesses

Decrease your chances of being surprised

Increase your chances of being promoted

Maintain a discipline of learning that cultivates leadership and success
Get out of your own head

Gain confidence in leadership, even in new situations and when you make a change
Become more efficient

Become more effective

Experience a more strategic, reflective approach to leadership
Maintain effectiveness over time, despite change in environments and people

156



360s - Reasons and Results

Below follow some of the reasons leaders do 360s and the results they’ve gained.

Identifying Your Strengths

. Learn to truly excel

. Maximize your natural strengths

. Reach your full potential
Seeing Into Your Blind Spots

. Improve your leadership

. See into your blind spots

. Succeed in a new promotion or endeavor
Meeting Your Goals

. Get specific direction on your goals

. Learn how (not what) to do

. Get new ideas for improvement

Preparing for Advancement

. Prepare yourself for advancement
. Get advice and direction
. Learn the process to get ahead

Becoming More Effective

. Become more effective in your current job
. Learn to better serve customers and clients
. Create raving fans

What are your Reasons for a 360?

What Results do you want to achieve?




My Reasons and Results:
What Do I Want to Know and Why?

Put a checkmark by the statements that describe
what you want to know from your 360.
A sample can be found on Page 48.

How can I identify my strengths?

__I'would describe myself as “doing well and want to do even better.”
__TI'have significant talents and strengths that I want to develop.
__I'don’t think about what I do well; I just do what I do and get it done.

How can I see into my blind spots?

__Iam not as successful as I would like to be.

__I'sometimes feel I do not get what I deserve - especially recognition and advancement.
__I'donot feel especially self-aware.

__I'm not sure how other people see me.

__Ican’t always seem to get candid feedback.

__I often feel frustrated, out of place, or out of synch.

How can I meet my goals?

__I'have specific goals that I want to meet.

_ I crave more direction and ideas that will help me achieve my goals.
__I'thrive on ideas and suggestions from other people.

How can I prepare for advancement?

__I'am ambitious and want to be as successful as possible.

__I'believe I have the potential to be promoted - soon - and want to seize the opportunity.
__Thave gotten into a rut and would like to feel rejuvenated.

How can I be more effective?

__There are new skills I would like to learn.

__I'have the sense that I could be a stronger leader.

__I'believe I could be more efficient and / or more productive.

__There are things I want to do but simply haven’t, because of time or competing goals.

I also want to know...

17



Using the Program
How to Use this Program

Below follow some suggestions for using this program in the most effective way.

Stay Organized
Use the directions for printing and organizing your materials on the next page of your
Workbook, Getting Organized.

Know Your Materials

Locate the five main sections of your materials:
1. The Script

2. The Workbook

3. Samples

* A Sample 360 Degree Process
* Sample 360 Degree Questionnaires

4. Participant Feedback
* Completed Questionnaires

5. Support
¢ info@the360investment.com

Listen and Learn
Listen to the Audio once all the way through to get a sense of the process in its entirety.

Do Your 360

Return to the Audio and the Workbook as many times as you need for support throughout the

process.

Examples

Use the examples as a way to get ideas about what and what not to do.
Timing

Expect your 360 to take about a month from start to finish.

18



Getting Organized

To stay organized throughout this process you may find it useful to place the printed
Workbook into a binder. Use this diagram and the directions on the following page.

g T

Binder: The 360 Investment

Dividers:

1. The eBook
e Contains: The Printed Transcript of the Audio Program

2. Workbook
¢ Contains: The Printed Workbook (Sections One and Two)

3. Samples
¢ Contains: The Printed Workbook (Sections Three and Four)

4. Participant Feedback
¢ Contains: Completed Questionnaires (Returned to You by Participants)

5. Support
¢ Contains: The Printed Workbook (Section Five)

©2009 Pillar Consulting, LLC. All rights reserved
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Directions:
1. Get a binder and five dividers.

2. Label the dividers as follows and place them into the binder:
® The eBook
* The Workbook
® Samples
* Participant Feedback
* Support

3. Print the eBook (the Audio Script) and place it behind the first divider of your binder.
4. Print the Workbook.

5. Place the Workbook sections entitled the Introduction and The Seven Investments
(pp- 1-43) behind the second divider in your binder.

6. Place the Workbook section including the Samples (pp. 44-63) behind the third divider in
your binder.

7. As you gather your Participant Feedback, exchange it with the placeholders in your
Workbook (pp. 64-67) behind the fourth divider of your binder.

8. Pull out the last pages in your Workbook, Getting the Support You Need (pp 68-72), and put
it behind the last divider of your binder.

Remember, just for purchasing this program, you get free email support (info@the360investment.com)
as well as 20 minutes of free consultation with us (775-324-5377) to be sure everything goes well; take
advantage of it. We're here to help!

9. Add a pad of self-sticking notes that you can use to “flag” key Workbook pages as you
go along. These are marked in your Workbook. You will be referring to these pages often.
Flagging them will help you find them easily.

This binder will help you to stay organized throughout the 360 process, and it will also be a
useful resource to keep in your professional library. You can refer back to it in the future for
reflection, to track your leadership development process or to go through the process again in
the future.

20
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Step 1 - Create Your Timeline

My Timeline
Use this timeline to map your 360 process onto your calendar.
A sample can be found on Page 49.

Step 1: DATE:
Create Your Timeline

Review the seven steps for the 360 process

Complete your Timeline and schedule the steps in your calendar

Time needed: 20 minutes

Step 2: DATE:
Prepare Your Questionnaire

Complete the Choosing Your Questions page of the Workbook

Review the three sample Questionnaires to get ideas

Create your Questionnaire

Time needed: 1 hour

Step 3: DATE:
Choose Your Participants

Choose 7-10 people whose feedback you would like to receive

Complete your Chart of Participants

Time needed: 20 minutes

Step 4: DATE:
Request Participation

Write and send your Letter for Requesting Participants

Time needed: 20 minutes + 1 week

Step 5: DATE:
Distribute Your Questionnaires

Write your Cover Letter for Questionnaire

Send your Questionnaires to your participants

Write your Reminder Letter

Contact your participants with a reminder email or phone call

Time needed: 5 minutes + 2 weeks

Receive Questionnaires DEADLINE:
Step 6: DATE:
Explore Your Feedback

Set a one-hour block of time and follow the guidelines for Exploring Your Feedback
Time needed: 1 hour

Step 7: DATE:
Create an Action Plan
Time needed: 1 hour

23
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Step 2 - Prepare Your Questionnaire

Choosing Your Questions

Use these questions to choose or develop the questions for your 360 Questionnaire.

A sample can be found on Page 50.

Identifying Your Strengths
__What are my strengths?
__How I can use the strengths I already possess to become even more effective?

Seeing Into Your Blind Spots

__Give me three words that describe me.

__What is it like to work with me?

__What do you think I need to know about myself?
__What do you think I need to know about other people?
__What perspectives do I need to understand?

__What are my blind spots?

Meeting Your Goals

__These are some of my goals (list). What suggestions do you have for reaching them?
__What do you think I need to know, learn, or practice to be able to reach these goals?
__What obstacles and blocks do you believe I need to overcome to meet these goals?

Preparing for Advancement

__What one thing, if I did it consistently, would help me be even more successful?
__What one piece of advice can you give me for how I can better myself?

__On ascale of 1-10, how do you think I am? Please explain.
__How do I hold myself back?

__How can I improve?

Becoming More Effective
__What would make me a stronger leader?
__What suggestions do you have for me to become more effective?

More Ideas

24



My Questionnaire

Use this page to draft your Questionnaire.
A sample can be found on Page 51. See also the Sample 360s to see how
other leaders have structured their questionnaires:

* Questions Only (Page 60)
* Survey (Page 61)

* Analysis (Page 62)

* Goals (Page 63)

25
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Step 3 - Choose Your Participants

Potential Participants

Use this page to brainstorm the people who might be good participants in your 360.
A sample can be found on Page 52.

In General

People you respect:

People who know you very well:

People who don’t know you well:

At Work

People you report to (boss, superiors, etc.):

People who report to you (direct reports, employees, etc.):

People who provided services to you (vendors, suppliers, etc.):

People who work with you or for you (contractors, project managers, etc.)
People who work alongside you (colleagues/ peers):

People who buy from you (customers, clients):

In Your Family

Your parents:

Your brothers and sisters:

Your cousins:

Your kids:

In Your Community

People from church:

People in your professional organization(s):
People in your service organization(s):

People in your neighborhood:

Yourself!
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Step 4 - Request Participation

Letter for Requesting Participants

Use this template as a model for developing your own letter for requesting participants.
A sample can be found on Page 54.

Dear

As part of my professional growth, I am participating in a 360 Degree Profile. This process is designed to
give me insight into my leadership style, behaviors, and opportunities, for the purpose of strengthening
and improving my leadership.

To complete this process, I am seeking feedback on my leadership style and behaviors, and I would like
you to participate. The process involves filling out a Questionnaire in which you respond to questions
in writing using your knowledge of me from our working relationship. The process should take 15-20
minutes.

Please let me know as soon as possible if you will be willing to participate in my 360 Degree Profile by
completing the written Questionnaire. Thank you! I look forward to hearing from you.

Sincerely,

The 360° Investment - Workbook 28



My Letter for Requesting Participants

Insert or draft a copy of the actual letter or strategy you use for future reference.

©2009 Pillar Consulting, LLC. All rights reserved
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Step 5 - Distribute Your Questions
Choosing Your Strategy

This worksheet spells out some of the pros and cons of the different approaches to a 360
Degree Profile. Read it and use it to decide how to distribute your Questionnaires.

Advantages

Different approaches have different advantages. What’s most important to you —
confidentiality, simplicity, both, or neither? Use the matrix below to discover which approach
best fits your needs.

No Confidentiality Confidentiality

Complexity Interview directly Find a 3™ Party

Simplicity Email directly Hire a coach

Processes
Different approaches require different steps. Review the steps of each approach below to see
which one works best for you.

Interview Directly:

1. Develop Questionnaire

2. Arrange individual interviews
3. Conduct individual interviews
4. Assemble and compare notes

Find a 3" Party:

Develop Questionnaire

Give 3™ party contact information

3™ party distributes Questionnaires

3™ party receives Questionnaires

3™ party removes names

3™ party delivers Questionnaires to you
Assemble and compare feedback

M N O w N

mail Directly:

Develop Questionnaire

Email Questionnaire

Receive Questionnaires via email
Assemble and compare feedback

ire a Coach:
Have a coach create a Questionnaire that gets you the information you want
Have coach distribute and receive Questionnaires and compile data
Review report

P=ToER =

The 360° Investment - Workbook



Cover Letter

Use this template as a model for developing your own cover letter
to go with your Questionnaire. A sample can be found on Page 55.

Dear

As part of a process of professional growth, I am participating in a 360 Degree Profile. This process is
designed to give me insight into my leadership style, behaviors, and opportunities, for the purpose of
strengthening and improving my leadership.

Your participation in this process is extremely valuable. Please complete the attached Questionnaire
in which you will respond to questions about me in writing. Please be specific and honest in your
responses. The process should take 15-20 minutes.

Please send your responses back to me by the deadline,
Thank you for your contribution!

Sincerely,

31



My Cover Letter

Insert or draft a copy of the cover letter you use for future reference.

32



Step 6 - Explore Your Feedback
Dos and Don'’ts for Receiving Your Feedback

Review this list of Dos and Don’ts before you receive your completed
Questionnaires back from your participants.

Do the process exactly as designed.

Do not look at your Feedback as it comes in.

Do save your Feedback for a specific time set aside for review and reflection.
Do not just look for the “bad stuff.”

Do consciously have an open mind.

Do not just skim the Feedback; use the steps in the program to analyze it well.
Do fill out your Workbook and write down your observations.

Do focus as much on your strengths as your weaknesses.

Do keep track of flashes of insight as you go.

Do put away the Feedback and reflect on it without looking at it.

Do translate Reflection into Action.

Do not merely intend to take action; put the plan into place and implement it.

Do not share your data directly with anyone; it’s your personal information.

Do take your plan public; it's how people know you're improving and continue to help.

Do not choose too many areas to work on.

Do choose one or two areas to work on.

Do seek further detail and clarification as needed.
Do not try to figure out who said what.

Do not hold participants’ comments against them.

Do allow yourself to change from the good to the better!

33



The Leader-Learner’s Mindset

Use this script to stay in a positive frame of mind throughout your 360,
or use it to develop your own.

“I am open-minded and receptive. I know that any feedback I receive is intended to help me learn and
grow, and to become even more of the leader I am meant to be. I allow myself to take the good with
the bad, to be patient and thorough, and to find the information that will be the most valuable in my

evolution as a leader.”

34



Reading the Feedback

Eliminate all distractions.

J Choose a quiet place where you can be alone and undisturbed for two hours.
J Turn off your phone, cell phone, email, blackberry, pager, fax and computer.
. Clear your mind.

Read the Feedback once straight through.

Read the Feedback a second time, marking it up as you go. Note

key comments

interesting ideas

surprises

questions you have

thoughts

ideas you come up with as you read.

Summarize and expand your observations using the following pages in the Workbook:
the Summary and Questions for Reflection.

356



My 360° Summary

Use this template to capture and summarize the most significant information in your 360.
A sample can be found on Page 56.

+ Positive Comments

Constructive Criticism

* Reminders and Key Ideas

?/ ! Questions and Ideas



My Questions for Reflection

Use these questions to deepen your learning after reading your 360 Feedback.
A sample can be found on Page 57.

What did I notice?

What did I learn about my strengths?

What do I believe needs improvement?

What comment/theme matters most to me?

What TWO TO THREE (maximum) skills/behaviors/ attitudes/ perceptions would I like to
improve?

What questions do I still need answered?

What action steps might I take?

37



Step 7 - Create an Action Plan
Ideas for Action Planning

Use these questions to help decide what to put in your Action Plan.

e What do I need to learn?

* What skills do I need to gain?

e What behaviors do I need to change?

e What do I need to start doing? What do I need to stop doing?

* What do I need to schedule to make this happen? Think time? Practice time? Events?
* What research do I need to do?

* Who do I need to talk to? A spouse? My boss? A friend, mentor or coach?
e What decisions do I need to make?

e What patterns do I need to change?

e What new habits do I need to adopt?

e What new things do I need to try?

e Who can I ask about how to improve in this area?

e Where can I find a role model?

e How long do I need to give myself to make these changes?

38



My Action Plan

Use this template to choose your areas of improvement and specific action items.
A sample can be found on Page 58.

The ONE or TWO area(s) I am working on include:

1.

2.

My ultimate goal is to:

The actions I will take to improve in and to meet this goal include:

Date To Do Comment

The strengths I can draw on to achieve this include:

©2009 Pillar Consulting, LLC. All rights reserved
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Following Up

The message below can be adapted as a letter, an email, or an in-person discussion to follow
up with your participants by sharing your Action Plan and thanking them for participating.

Thank you for participating in my recent 360 Degree Profile. It's always nice to hear positive feedback,
and I was gratified to learn that I [describe some of the good news you heard].

I also want to continue learning and growing as a leader. I appreciated all of the constructive feedback
I received, and 1"ve chosen to [describe the actions you've decided to take]. I hope that this will make a
positive impact, and I also welcome any additional suggestions you have for doing this!

Again, thank you for participating. I realize it takes time to do this, and I appreciate it!

Sincerely,

40



My Follow Up Plan

Insert or draft notes for your Follow Up plan or letter that you use for future reference.
A sample can be found on Page 59.

41
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Raising Your ROI
Top Ten Ways to Succeed with a 360°

Use these ideas to be sure you're making the most out of your 360.

1. Be curious.

2. Ask for what you really want.

3.  Askopen-ended questions.

4.  Stay organized.

5. Give yourself time.

6.  Get honest with yourself.

7. Go easy on yourself.

8.  Celebrate what's right with the world.
9.  Treat responders kindly.

10. Get into action!

©2009 Pillar Consulting, LLC. All rights reserved
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Sample

My Vision of Leadership

Compassiondde, persona/ leader - car/nj about the pecple
as well as the pProjects, the emotions as well as the
strateqy

Calrm and relaxed — meuch more efficient, productive and
organized — less running around life crazy

More Strategc, rore involved in the business and less day
Zo do

Z See My\Se/f ac/7/e\/fn3 a the same rate (or bettder) as T
aleoays have, Bect c/o/ng So with more presence of rund. I
wart to be clearer on the /on3 Zern 30@/5 as well as the
Short Zerm tasks. I hink I arr clear noco...but I Zend o
lose focus and get caug/it wup #9/iting Lhe £res of the
day. ]‘.' would life to be rmore centered/ 3roana/ec// Ffocused
So it'5 not dleays such a mad dash.

I 2hink iF I cowld do that I could meet Sore pretdy 5/3
30@/5-’

Increase 3}-065 revende Ay 30% Rk years
Create a succession plan and a ready Zalent poo!/

leave cd s (hal) or ot least 3ez‘ Zo the % 3x/ ek

.and more!

©2009 Pillar Consulting, LLC. All rights reserved
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My Reasons and Results
What do I want to Know and Why?

Put a checkmark by the statements that describe what you want to know from your 360.

How can I identify my strengths?

_X_I'would describe myself as “doing well and want to do even better.”
___Thave significant talents and strengths that I want to develop.
___Idon’t think about what I do well; I just do what I do and get it done.

Seeing Into Your Blind Spots

___Tam not as successful as I would like to be.

___I'sometimes feel I do not get what I deserve - especially recognition and advancement.
___I'donot feel especially self-aware.

_X_I'm not sure how other people see me.

__Ican’t always seem to get candid feedback.

___Toften feel frustrated, out of place, or out of synch.

Meeting Your Goals

___Thave specific goals that I want to meet.

___Icrave more direction and ideas that will help me achieve my goals.
_X_I thrive on ideas and suggestions from other people.

Preparing for Advancement

_X_I am ambitious and want to be as successful as possible.

___Ibelieve I have the potential to be promoted - soon - and want to seize the opportunity.
___Thave gotten into a rut and would like to feel rejunvenated.

Becoming More Effective

___There are new skills I would like to learn.

___Thave the sense that I could be a stronger leader.

___Ibelieve I could be more efficient and / or more productive.

_X_There are things I want to do but simply haven't, because of time or competing goals.

I also want to know...
Whad am I doing that's really working?

Howo can I wuse riy Strenqths 2o meet sy goals?
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Timeline

Use this timeline to map your 360 process onto your calendar.

Step 1: DATE:&ed. 3/15/ 02

Create Your Timeline

Review the seven steps for the 360 process

Complete your Timeline and schedule the steps in your calendar
Time needed: 20 minutes

Step 2: DATE: ted. 3/15/ 02

Prepare Your Questionnaire

Complete the Choosing Your Questions page of the Workbook
Review the three sample Questionnaires to get ideas

Create your Questionnaire

Time needed: 1 hour

Step 3: DATE: ted. 3/15/0%7
Choose Your Participants

Choose 7-10 people whose feedback you would like to receive

Complete your Chart of Participants

Time needed: 20 minutes

Step 4: DATE: 74. 3/1t/ 0%

Request Participation
Write and send your Letter for Requesting Participants
Time needed: 20 minutes + 1 week

Step 5: DATE: 74. 3/16/0%

Distribute Your Questionnaires

Write your Cover Letter for Questionnaire

Send your Questionnaires to your participants

Write your Reminder Letter

Contact your participants with a reminder email or phone call
Time needed: 5 minutes + 2 weeks

| Receive Questionnaires DEADLINE: Mon. 4/2/0%
Step 6: DATE:Mon. 4/9/0%2
Explore Your Feedback

Set a one-hour block of time and follow the guidelines for Exploring Your Feedback
Time needed: 1 hour

Step 7: DATE: 7wes. 4/10/0%

Create an Action Plan
Time needed: 1 hour
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The

Sample

Choosing Your Questions

Use these questions to choose or develop the questions for your 360 Questionnaire.

Identifying Your Strengths
_X_What are my strengths?
_X_How I can use the strengths I already possess to become even more effective?

Seeing Into Your Blind Spots

__Give me three words that describe me.

__What is it like to work with me?

__What do you think I need to know about myself?
__What do you think I need to know about other people?
__What perspectives do I need to understand?

_X_What are my blind spots?

Meeting Your Goals

__These are some of my goals (list). What suggestions do you have for reaching them?
__What do you think I need to know, learn, or practice to be able to reach these goals?
__What obstacles and blocks do you believe I need to overcome to meet these goals?

Preparing for Advancement
_X_What one thing, if I did it consistently, would help me be even more successful?
__What one piece of advice can you give me for how I can better myself?

_X_On a scale of 1-10, how e/%'c/esz do you think I am? Please explain.
__How do I'hold myself back?
_ How can I improve?

Becoming More Effective
__What would make me a stronger leader?

_X_What suggestions do you have for me to become more e/%'c/e/z?

More Ideas
What am I doing 2hat's really coorking,?

What do you think I need to fnowo, learn, or practice o be a better leader?

360°

Investment - Workbook
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Sample

Questionnaire

Use this page to draft your Questionnaire.

I wWhat are 2y Sz‘renjz‘hs?

2. Yow I can wse the Strengths I dlready possess Zo becorme even riore
effective?

3. What are ry blind spots?

4. Lhat one thing, if’ T did it consistently, would help me be even more
successtul?

5. On a scale of 110, how efficient do you Lhink I am? Please explain.

G- What suggestions do you have for me to become more efficient?

7. wWhat am I doing that's really working,?

S. Whad do you Chink I need to know, learn, or practice o be a better leader?

©2009 Pillar Consulting, LLC. All rights reserved
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Sample

Potential Participants

Use this page to brainstorm the people who might be good participants in your 360.

In General
People you respect: Ke//yy, Jo/in

People who know you very well: 7§, Ke//y, Andreco, Drake
People who don’t know you well: Pat Keegan, Verdin

At Work
People you report to (boss, superiors, etc.): Ke/ly Gaski//, Troy Hebrass, John Heinz

People who report to you (direct reports, employees, etc.): 74, Bod, Sa/, Michael, Chris
People who provided services to you (vendors, suppliers, etc.): Kzdly Chavez

People who work with you or for you (contractors, project managers, etc.): Kz Chavez
People who work alongside you (colleagues/ peers): 2t Keegar

People who buy from you (customers, clients): C/ristina, Marguez, Gina

In Your Family
Your parents: Mo, and Dad

Your brothers and sisters: Caro/ine
Your cousins:
Your kids: Anna, érica, Ginny

In Your Community
People from church: 2o,

People in your professional organization(s): 7§, Bod, Ariana
People in your service organization(s): Jare, Ca/
People in your neighborhood:

Yourself! 7

The 360°

Investment - Workbook
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Sample
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Letter for Requesting Participants

Use this template as a model for developing your own letter for requesting participants.

Emarl sent Thursday, 3/16/ 0%

Dear Friends and Co//eagaeS y

As part of my professional growth, I am participating in a 360 Degree Profile. This process is
designed to give me insight into my leadership style, behaviors, and opportunities, for the

purpose of strengthening and improving my leadership.

To complete this process, I am seeking feedback on my leadership style and behaviors, and I
would like you to participate. The process involves filling out a Questionnaire in which you

respond to questions in writing using your knowledge of me from our working relationship.
The process should take 15-20 minutes. Your responses will be completely confidential.

Please let me know as soon as possible if you will be willing to participate in my 360 Degree
Profile by completing the written Questionnaire. Thank you! I look forward to hearing from
you.

Sincerely,
Sample Leader
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Sample

Cover Letter

Use this template as a model for developing your own letter cover letter
to go with your Questionnaire.

Email sent Thursday, 3/23/07
Dear Friends and Co//eagaeS ,

As part of a process of professional growth, I am participating in a 360 Degree Profile. This
process is designed to give me insight into their leadership style, behaviors, and opportunities,
for the purpose of strengthening and improving my leadership.

Your participation in this process is extremely valuable. Z/ease anscoer the guestions below
and respond Zo her via ema/. Please be specific and honest in your responses. The process
should take 15-20 minutes.

In order Zo keep 2his process confidential, I am reguesting that you send your
responses to Candace DuPree, who will collect your responses, remove your rames,
and send me a report. Yer email address /s ¢ dupree@eygsamplecompany com.

Please send your responses back by the deadline, 7%ursday, Apri/ s, 2007
Thank you for your contribution!

Sincerely,
Sa/r]p/ e Leac/el‘

Questions:

What are my strengths?

How I can use the strengths I already possess to become even more effective?
What are my blind spots?

What one thing, if I did it consistently, would help me be even more successful?
On a scale of 1-10, how efficient do you think I am? Please explain.

What suggestions do you have for me to become more efficient?

What am I doing that’s really working,?

What do you think I need to know, learn, or practice to be a better leader?

PN LN

©2009 Pillar Consulting, LLC. All rights reserved
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360° Summary

Use this template to capture and summarize the most significant information in your 360.

+ Positive Comments
Peop/e said sty Sz'rengz‘/IS are
1. éeinj organ/zfsd

2. éeinj Ccompassionade
3. éefnj a mentor

7 oo /ﬂeof/e very e hH qppred/afe Y qpproachaéf/fz‘y

peo/ﬂ/e a/reaa/y See me as ée/ng efAcient

- Constructive Criticism
Sometimes I can be too /oc,(’—\sz‘ep and rnot innovative eno&(g/l
Pecple say I could actually be rrore efficient by 53//73 less available; they have what

Z‘hey need and tHink sometimes I Should shut the door and make betler progress -
sort of” 3/\/3 MySe//’ permz55/on Zo put sy head dowon and do 2he work

Reminders and Key Ideas
One person commented Z‘/zaf I have a blind spot aéoaz‘ 5&:/73 Futiure—oriented ;'

Che implication was ¢hat I all about whdd ce re doing right nowo and the pecple
( worry/nﬁ aboet “ s every/one o(/ay Y instead of Z‘/zzn(’/nﬁ Sz‘raz‘ej/ca//y and /ong Zerm

?/ ! Questions and Ideas

One z‘/w'nj z 30{ /s thad I am effcient and organ/z.ea/)‘ I can d'a\sz‘ accept hat as a
Sz‘renjz‘/z and knowo that I eoil/ a/wca/s Strive o improve there.

What would it look like For me to be more innovative and 5z‘m—c‘e§/‘c?

Wow can I wse 1/ 3000/ relationships to do that?

The 360°

Investment - Workbook
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Sample

Questions for Reflection

Use these questions to deepen your learning after reading your 360 Feedback.

What did I notice?
I noticed thad I Aad very positive feedback all arowund. T was corried aboctd Y blind
Spots, but pecple actually see me as guite self~acoare.

What did I learn about my strengths?
I learned that I am efficient and organized, very pecple—oriented and achieving - but T
a/ready knec that.

I a/so learned that to sSore a’eg}-ee I can acz‘aa//y back of F these SZrenjz‘/LS 2o make
room Ffor other Chings LA are imporiast, /ike strategic intiatives.

What do I believe needs improvement?

Innovation, future focus, vision — playing At role rsore. My c{eparz‘menz‘ is in really
good shape; he pecple Fee/ §ap/90rfec/ and are Focused on what's important now -
I need 2o be /oo(/nj a whad's coring down Che road in 3, s, 10 years.

What comment/theme matters most to me?

The idea that I can nadurdlly and easily saintain good relationships; I don Z Aave Zo
worry abotid this as much. That will give me permission 2o shid the door” and do
Zhe SZ‘raZ‘egfc Z/Jlné/nj

What ONE TO TWO (maximum) skills/behaviors/attitudes/perceptions would I like to
improve?
Feldure/ strategic z‘/zin(/inﬂ

fee/mg confident in my pecple and their confidence in me Ceotrich woill allow me Zo
a/e/egdc‘e rore /7/3/7 —profile pr?/ecZS Zo therr and shift Y focus)

What questions do I still need answered?
wWhat e)(dcz‘/y would innovation and \Sfra'c‘ejy look like at ¢His JL(/?CZ‘L()@? What does
2he tear need? thal does Zhe company need? What do I need? tho can help?

What action steps might I take?
Get some help cwith Che “innovadion” part. Coach? Mentor? Bosses?
Work with the whole department on ¢his — team efFord!

©2009 Pillar Consulting, LLC. All rights reserved
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Sample

1. Delegate

Action Plan

The ONE or TWO area(s) I am working on include:

2. Be riore Siraiegfc

Use this template to choose your areas of improvement and specific action items.

My ultimate goal is to: 58(‘ out of the details; be rore of a Sfrc(fegic , Visionary /leader

The actions I will take to improve in and to meet this goal include:

The strengths I can draw on to achieve this include:
organization, gred relddionships

Date To Do Comment
Now - . wWho is ready for these? What
ASAP Choose 2-3 pr?/ecf5 Zo a/e/egaz‘e fra/n/'ng do £ /78}/ ood?
56/780/-5(/8 Se hedutle /‘834(/621‘ Chovo oAten?) Ta/,é Zo éey pAeop/e Z‘oA cA//\SCL(\S\.S)‘ a/so
by s/1; A A A Follow up cwith participart's in 360
planning sessions with self; and ,
Start by A o do e Strad Zo see what exactly they had in
s/ls “ e To do e Strategy pund; it /s the same as 5z‘raz‘e3u7
Think abocd whad " innovation”
By s/20 means in S context; whatd
world that look likte?
B /30 Meet coith Key plajers o discuss | Dem Gray wozfz/a/ be good o include
SZ‘raZ‘egy - Very Sz‘raz‘eglc Lhinker
Goal /s 2o 3ez‘ Zher /7/:9/7<er /eve/ so
Jetne - Tran” o/e/egaz‘e—-eeS " Yo take on I can be more of a \Siraz‘ejic partrer
Dec.. these /vro\/'ecf\s ¢han a lead 30&/ /S 2o Ffree TIME wup
for the S?‘ra?‘eg/ﬂ p/ann/ng
Discuss goals and vision eoith
Bro/is | pes/ced
By /30 i;jzf;::;;/ 5Z‘rdz‘e~9/c plan for the 4/{9/7 with company 30&/5 and vision
Consider 38(‘5/'/73 COCZQ/w'nﬁ on Chis
Share Stradeac plan wnth From Key plajers, or a least
By /10 . 2 2 g7 Ffeedback before sharing; 3ez‘ approva/
permen of Pres/CEOD Zoo 2o be Sire ce ‘e
a//gnea/

The 360° Investment - Workbook
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Sample

Following Up

The message below can be adapted as a letter, an email, or an in-person discussion to follow
up with your participants by sharing your Action Plan and thanking them for participating.

MeSSQje Zo deliver in Staf¥ Meez‘/nj, 4/30/09

Thank you for participating in my recent 360 Degree Profile. It's always nice to hear positive
feedback and I was gratified to learn that I you see me as organized and compassionate.
It's important o me that you knoeo you can come to re For rmentoring, and Zhe
Ffeedback T 3oz‘ 15 that you do.

I also want to continue learning and growing as a leader. I appreciated all of the constructive
feedback I received, and I've chosen to learn to be better at delegating so that I can focus
more on the Strategc vision of the company and Chis department.1 hope that this will
make a positive impact, and I also welcome any additional suggestions you have for doing
this!

T would like Yo meet coith you each /no//\//o/aa//y Zo Calk aboud this Furdher. T Vi

be as(/nj For your ideas about whdad you think I should delegate as well as what
you woutld [ike Yo take on. T 'V be /oo,é/ng For pecple who want to 33{ more o’eep/y
involved in the business so that I can Shift Y focus. I hope that Chis cwill a/so
be an opportunty +or you to learn and groc, too. I cill emal you to set up a time
Zo Calk more in the next week or So.

Again, thank you for participating. I realize it takes time to do this, and I appreciate it!

©2009 Pillar Consulting, LLC. All rights reserved
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Sample

Questions Only

1. What is it like to work with me?

2. What do you think I need to know about myself?

3. What do you think I need to know about other people?

4. What one thing, if I did it consistently, would help me be even more
successful?

5. How do I hold myself back?

The 360°

6. How can I improve?
7. Other comments?
Investment - Workbook
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Survey

This Questionnaire is designed to assess specific leadership skills that are important in the
Department of XYZ at COMPANY. Please rate my effectiveness with each of these skills on a
scale of 1-10 (1 being “least effective” and 10 being “most effective), then answer the questions
on the next page.

Communication

1 2 3 4 5 6 7 8 9 10
Clarity of Expectations

1 2 3 4 5 6 7 8 9 10
Consistency

1 2 3 4 5 6 7 8 9 10
Fair-mindedness

1 2 3 4 5 6 7 8 9 10
Progressive

1 2 3 4 5 6 7 8 9 10
Collaboration

1 2 3 4 5 6 7 8 9 10
Approachability

1 2 3 4 5 6 7 8 9 10
Optimism

1 2 3 4 5 6 7 8 9 10
Receptivity

1 2 3 4 5 6 7 8 9 10
Supportiveness

1 2 3 4 5 6 7 8 9 10
Respectful and Considerate

1 2 3 4 5 6 7 8 9 10

In your opinion, in which of these leadership skills do I EXCEL? Please explain and/or give
examples.

In your opinion, for which of these leadership skills could I IMPROVE? Please explain and/or
give examples.

Given these leadership skills, what other input can you give me? You may use this space to
explain any of your scores above.
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Analysis

This Questionnaire is designed to assess the degree to which I embody the stated values
of our organization. Please review the following key values, then answer the following
questions.

Values of Importance in this Department:

Acknowledgment and valuing of the contributions of all people
Connection to the community

A willingness to engage in community

Caring about community

Commitment to citizenship

Respect for others

Respectful communication

Awareness of current affairs

Awareness of local politics, issues, and community priorities

To what degree do I embody these values on a daily basis?
Not At All Occasionally Consistently
Please explain:

To what degree do I violate these values?
Not At All Occasionally Consistently
Please explain:

What suggestions do you have for this person to more effectively embody these values?
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Goals

In this survey, I am sharing with my goals with you in an effort to get some suggestions on
how best to meet them. Please read and comment on each of the following goals, providing
any ideas you have for how I can improve in each of these areas and providing specific ideas
and examples as appropriate.

Goal 1: Focus

One of my goals is to improve my focus - to be better able to prioritize, to get work done, and
to not put things off.

. What behaviors would I need to exhibit in order to meet this goal?

o How can I leverage my strengths to meet this goal?

Goal 2: Organization

One of my goals is have better organization in every area (workload, environment, phone,
email, bookshelves, tasks, etc.) so that I can effectively manage and complete all items and
activities. My goal is to have a system that keeps me organized and supports effective work.
. What behaviors would I need to exhibit in order to meet this goal?

o How can I leverage my strengths to meet this goal?

Goal 3: Follow-Through

One of my goals is to have better follow-through, so that if I says I'm going to do something, I
doit.

. What behaviors would he need to exhibit in order to meet this goal?

. How can he leverage his strengths to meet this goal?

General Comments
. What one thing do you think I could do to improve, personally and professionally?
. What other comments do you have to offer me?
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Insert Your Completed Questionnaires Here
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Getting the Support You Need

Throughout your 360 process, you can call us to get the support you need.
Below follow a list of ways we can help.

FREE 20 Minute Consultation
Call us for your free 20 minute consultation to help you in any step along the way. We can

. answer questions about the process

. help you define your purpose for your 360

. spot check your Questionnaire

. help you make your list of participants as powerful as possible
. guide you in designing your reflective process and Action Plan
FREE

FREE Email Questions
Email us if we can answer a question for you at info@the360investment.com.
FREE

Just-in-Time Coaching and Assistance

Join our weekly 60 minute conference calls to get your questions answered, hear how other
leaders are designing their 360s, learn strategies for taking powerful action, and taking next
steps.

$47

360 Management

Call us if you would like us to serve as a third party to distribute and collect your
Questionnaires. If you like, we can even put together a report for you so you have all or your
data collected in one place for easy reference.

$150
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Questionnaire Design
Call us to have us help you actually design your Questionnaire. You will receive:

. a 30 minute interview to determine the purpose of your Questionnaire

. a draft Questionnaire to use as a template

. a 10 minute follow-up consultation to complete and refine your Questionnaire
$250

Reflection and Action Planning
Call us to have us help you get the most benefit from your 360. You will receive:
. a review of your 360 degree Feedback by a qualified coach

. a 60 minute Reflection and Action Planning consultation
. follow up consultation via phone and email as needed
$400

Coaching for Leadership
Call us if you would like to sustain the learning from your 360 and make powerful, lasting
changes to achieve your goals. We offer a variety of services, including

. ongoing one-on-one coaching

. ongoing group coaching

. 360s for large groups, departments and organizations
. customized interviews for a more extensive 360
$TBD

Send us your feedback!

We, too, love feedback and are happy to hear from you! Please send us your experiences, let us
know how you found the process, and share any pitfalls or breakthroughs!
FREE





