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A special thank you to the Executive Office of the National Institute of Diabetes and Digestive and Kidney Diseases (NIDDK), National Institutes of Health (NIH), for sharing their broad portfolio of Career Development resources!

If you choose to implement any of the suggested programs in this guide, please contact your Employee/Labor Relations Specialist to ensure that you complete any labor obligations in advance of implementation.


[bookmark: _Toc8292909]CAREER DEVELOPMENT
[bookmark: _Toc8292910]Why is Career Development Important?
Career development opportunities are an essential part of employee engagement. In fact, analyses consistently show that career development is the second most impactful way of increasing employee engagement, after recognition. Managers should encourage employees to take full advantage of any educational opportunities their organization offers. Gaining additional education will allow employees to stay up-to-date in their ﬁeld, as well as give them the tools they need to perform better in their jobs. By helping your employees grow, you will ultimately help the organization grow. 
This guide outlines several career development programs for your organization’s consideration.  
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Mentoring Program 
Overarching Goals:
[bookmark: _Hlk519615516]The mentoring program will involve a partnership between an employee (‘mentee’) and a more experienced (‘mentor’) whose role it is to guide them through their career and to pass on valuable aspects of their own accumulated experience and wisdom for the benefit of the mentee’s personal and professional development. The goals of the program include:
· 
· Build and retain well rounded cadre of employee
· Increase knowledge and skillset of leaders
· Strengthen communication and collaboration across offices
· Create opportunity for employees to take responsibility in their career and leadership development
· Provide mechanism for supervisors with developmental opportunities for new and/or developing employees
· Increase employee exposure to different areas across organizations
· Develop an interactive SharePoint site
Program Overview:
· Potential Mentees complete an application and obtain supervisor approval.
· Once approved, Mentees will participate in a kick off meeting. At this meeting, they will get a virtual binder (SharePoint) to include an overview of the program, advice/guidance on how to select a mentor, expectations of the program, etc. The mentee will be asked to independently select their mentor, with tools and tips provided on the best way to do so.  The Mentoring Program facilitator(s) will assist in this process if program participants are having trouble. 
· Once a mentor is selected, both the mentee and mentor will attend the program orientation to discuss how to get the most out of the program, roles of each participant and expectations of the program.  
At the orientation meeting, mentor and mentee will participate in ice breaker activities to help establish rapport between the two. At the orientation, they will also get:
· [bookmark: _Hlk497813964]List of competencies to help with IDP development
· Tips for getting the most out of your mentoring
· Mentor/Mentee One sheeter that includes roles and expectations
· The pair will agree to meet a minimum of one hour per month. The exact meeting schedule and length of mentoring relationship will be worked out between the mentee and mentor.
Brown Bag Session – Periodic learning and support sessions.  Potential topics:
· IDP
· Communication Skills in the Mentoring Relationship Workshop
· Strengthening Your Mentoring Partnership
· Coaching or Mentoring: Similarities and Differences
· How Our Brain Works in Relationships
· Social Networking for Federal Employees
· Leveraging Your Personality Type in the Mentoring Relationship Workshop
· Mentoring as a Pathway to Success
Status Checks – On-demand status checks
Mentors and Mentees can request a status check with the Mentor Program manager to determine mentor/mentee relationship viability or to provide additional support beyond brown bag sessions.
[bookmark: _Toc8292912]Program Evaluation
Periodically send survey out to mentors and mentees to assess levels of satisfaction with the mentoring relationship and effectiveness of the mentoring program based on the overall program objectives. 
[bookmark: _Toc8292913]Benefits of the Mentoring Program:
Mentee:
· Groom them to move up within the organization
· Expand knowledge base to take on special projects 
· Develop future leaders that can succession planning can be tapped
· Allow high performers more input and lead special projects
· Develop new contacts within the organization

Mentor:
· Obtain a greater understanding of the barriers experienced at lower levels of the organization 
· Enhance coaching and leadership skills
· Develop their leadership skills
· Learn new perspectives and approaches to problem solving
· Contribute to others in the organization by passing on experience and institutional knowledge
[bookmark: _Toc8292914]Guidelines/Roles:
Mentee: 
The most successful mentees are those who are motivated and feel empowered to plan and manage the direction of their professional life. They take responsibility for their development, learning, and professional growth. Further, they come to the mentor/mentee relationship open to receiving feedback, advice and guidance from the mentor.
The specific responsibilities of the mentee in the mentor/mentee relationship are to:
1. Initiate and communicate expectations regarding the mentoring relationship
2. Establish the mentoring agreement that outlines the terms of the relationship
3. Collaborate with the mentor to identify competency strengths and weaknesses
4. Meet with the mentor on a regular basis (i.e., monthly) or as established by the mentoring agreement
5. Participate as an active listener when receiving feedback
6. Keep supervisor apprised of participation and progress in the Mentoring Program
7. Establish an Individual Development Plan (IDP)
8. Participate in orientation, training events, and additional mentoring activities
9. Maintain confidentiality within the mentoring relationship 
Mentor: 
While a mentor should be fully supportive of a mentee’s professional development and should provide encouragement and guidance, it is not the role of a mentor to advocate on behalf of the mentee in terms of promotion, special assignments, or changes in employment. 

The specific responsibilities of the mentor in the mentor/mentee relationship: 
1. Communicate with mentees regularly
2. Participate in orientation, training events, and additional mentoring activities
3. Assist mentees to establish an Individual Development Plan (IDP)
4. Provide advice and/or feedback to mentees on a regular basis
5. Maintain confidentiality within mentoring relationships
6. Guide the mentee to the completion of the program   
[image: ]

[bookmark: _Toc8292915]Mentoring Program – Application Form

Name: _____________________________________		Phone Number: __________________
Office: _____________________________________		E-Mail Address: __________________

Please answer the following questions in 5 – 7 sentences.
1. What motivated you to apply to the Mentoring Program?

2.	What would you like your mentor to know about you?

3.	What goals do you hope to achieve?

4.	What propels you? What is holding you back?

5.	How might your mentor best support you?

6.	What are some characteristics you would like your mentor to have?

7.	What brings you joy? 

____________________________________________				___________________
Applicant Signature								Date

____________________________________________				___________________
Supervisor Signature								Date

[image: ]

[bookmark: _Toc8292916]Self-Reflection Exercise
Explore your own needs (and wants).  As an individual, only you can identify your needs and expectations for the Mentoring Partnership.  Please take 15-20 minutes to write down the answers to these questions in your Mentoring Program notebook.   Be prepared to discuss in small groups to brainstorm with colleagues.  

· What do I want from a mentor? 
· What are my strengths?
· What are my major needs?
· What would I like to learn from a mentor?
· What important things can a mentor help me with?
· What are my short-term career objectives?
· What are my long-term career goals?
· What do I expect to contribute to the mentoring process?
· What do I bring to the table?
· Other thoughts about a mentoring relationship…


[bookmark: _Toc8292917]Suggested Questions for Potential Mentors
Note:	Interviews should last 30-60 minutes. Always stay within the scheduled timeframe. 
1. Provide a brief overview of the program and explain why/how you identified them as a possible mentor.  Give a brief overview of yourself, where you work, and what your short and long-term goals are. 

2. Ask questions about their program areas.  Then dive into specific questions regarding mentoring. 

3. What has been your career path and former positions?

4. What types of career development activities/programs have you participated in and can you tell me a little bit about those programs/activities?

5. Have you ever mentored before? Was it formally or informally? If so, in which ways do you think you were the most helpful to previous mentees? Can you give me some examples?

6. Given your experience with mentoring, what are some of the major obstacles you experienced as a mentor? Moreover, how would you handle or avoid a recurrence?

7. What is your mentoring philosophy, to include your beliefs/visions on what an ideal mentor relationship would look like?

8. How often do you feel mentees and mentors should meet? Via phone? Face to Face?

9. At this time, would you consider being a mentor? If so, how much time will you be able to devote? 

10. Have you had a mentor? If so, please tell me a little about that experience. 

11. What characteristics do you look for in a mentee? 

12. How would you characterize your leadership style? 

13. What unique skills and interests do you have?

14. What do you especially like about mentoring?
[image: ]

[bookmark: _Toc8292918]Mentoring Partnership Agreement
The purpose of this agreement is to document our mentoring partnership.  This partnership is entered voluntarily with the understanding that it will be mutually beneficial.  We agree to the following terms and conditions:
Goals
1. Build and retain well rounded cadre of employee
1. Increase knowledge and skillset of leaders
1. Strengthen communication and collaboration across EO offices
1. Create opportunity for employees to take responsibility in their career and leadership development
1. Provide mechanism for supervisors with developmental opportunities for new and/or developing employees
1. Increase employee exposure to different areas across the IC
Confidentiality
Unless otherwise agreed upon, all mentoring discussions will be confidential.
Duration of Formal Relationship
The formal mentoring partnership is for six months.  However, the relationship can continue past the program’s completion.
Frequency and Types of Meeting and Activities
The program requires a monthly meeting between the mentor/mentee, one orientation session, one possible brown bag, and one close-out session. 
In addition to the above, other communication and activities are encouraged to facilitate professional development.
Program commitments
· Participants will respect each other’s time and effort.
· Mentee will come prepared to each meeting and focus on the established goals.
· Mentee will follow-up on any agreed upon action items. 
· Mentor will assist in identifying opportunities to enhance learning and development and assist the mentee in reaching his/her full potential.  
Termination of Relationship
Either party may terminate this partnership at any time.  Such a decision shall be communicated and received in a professional and courteous manner and in no way diminishes the agreement to confidentiality established during the partnership.
_____________________________________
                                                                                           Mentor             	        (Date) 
_____________________________________
     Mentee             	        (Date)


Note:  This agreement will be shared with the program coordinator for the sole purpose of ensuring compliance. 


[bookmark: _Toc8292919][image: ]Job Shadow Program
[bookmark: _Toc8292920]Overarching Goals:
[bookmark: _Hlk519615586]Job shadowing is a developmental activity in which an individual (‘job shadower’) gains experience on the role of another individual’s (‘job shadow host’) work area. The goals of the program include:
· Improve communication across organizations and encourage continuous improvement
· Create a networking tool and facilitate the breaking down of internal barriers across the organization.
· Arrange an opportunity for job shadow hosts to share best practices 
· Allow for self-development of the job shadower and job shadow host
· Examine processes job shadowers are involved in from a different perspective
[bookmark: _Toc8292921]Program Overview:
· Potential job shadowers obtain supervisor approval

· Once approved, job shadowers will participate in a Kick Off Meeting. At this meeting, they will get a virtual binder (SharePoint) to include an overview of the program, advice/guidance on how to select a job shadow host, expectations of the program, templates for touching base with potential job shadow hosts, etc. The job shadower will be asked to independently select their job shadow host, with tools and tips provided on the best way to do so.  The Job Shadow Program facilitator(s) will assist in this process if program participants are having trouble. 

· Once a job shadow host is confirmed both the job shadower and job shadow host will attend the program orientation to discuss how to get the most out of the program, roles of each participant and expectations of the program.  
At the orientation meeting, job shadower and job shadow host will participate in ice breaker activities to help establish rapport between the two. At the orientation, they will also get:

· List of competencies to help with IDP development
· Description of three job shadowers types
· Pre-shadow, Shadow, and Post-shadow checklists
· Roles and Responsibilities lists for job shadower and job shadow host
· The pair will determine the terms and conditions on their specific shadow event, with a minimum requirement of one (1) substantive hour of shadowing

Brown Bag Session – Periodic learning and support sessions. 
· Potential Topics 
· IDP 
· Social Networking for Federal Employees
· Preserving Institutional Knowledge
· Virtual and Remote Meeting Tools

Status Checks – Scheduled and on-demand status checks
· Check in with job shadower to determine successes and failures prior to the end of the program

Program Close Out
· Formal graduation with job shadower and job shadow host
 
Program Evaluation
· Send survey out to job shadower and job shadow host to assess levels of satisfaction with the job shadow host relationship and effectiveness of the program based on the overall program objectives. 

[bookmark: _Toc8292922]Benefits of the Job Shadow Program:

Job Shadower
· See how other staff and teams work
· Gain insight into the roles and responsibilities of other members of staff and other offices
· Reflect and learn from others
· See the bigger picture and understand more about how organization functions
· Can be used as a way of testing out possible career options
Job Shadow Host
· Develop their leadership skills
· Contribute to others in the organization by passing on experience and institutional knowledge
· Receive feedback from job shadowers on current organizational practices 
· Review and reflect on their own work through discussions with job shadower


[bookmark: _Toc8292923]Guidelines/Roles:
Job Shadower 
The most successful job shadowers are those who take the time to do their research before taking on a job shadowing opportunity. They take responsibility for their own development, learning, and professional growth. Further, they come to the job shadow relationship open to receiving and giving feedback.

The specific responsibilities of the job shadower in the job shadowing relationship are to:

· Provide outline of expectations
· Ensure “day job” is covered
· Learn as much about the job before the shadow
· Take notes during the shadow
· After the event, provide feedback and reflections on observations
· Keep supervisor apprised of participation and progress in the program
· Establish an Individual Development Plan (IDP)
· Participate in orientation, training events, and additional activities
· Maintain confidentiality within the job shadowing relationship 

Job Shadow Host:  
While a job shadow host should be fully supportive of a job shadower’s professional development and should provide encouragement and guidance, it is not the role of a job shadow host to advocate on behalf of the job shadower in terms of promotion, special assignments, or changes in employment. 

The specific responsibilities of the job shadow host in the job shadowing relationship: 

· Provide a timetable for when shadowing will take place
· Prepare an area for job shadower to be placed
· Provide time before and after session for questions and feedback
·  Provide notice if cancellations are needed
· Provide constructive feedback


[bookmark: _Toc8292924]Developing Professionals Cohort Program
[bookmark: _Toc8292925]Guiding Principles
· Infuse the Core Values into the thoughts and actions of the next generation of leaders
· Create a community for employees who are acclimating to a new organization and new roles
· Develop professional skills utilizing a variety of resources: tools, training, videos, activities, excursions, discussions, guest speakers, coaching, and team assignments
[bookmark: _Toc8292926][image: ]Membership Criteria & Selection
· Criteria (these are flexible, dependent on need)
· New to organization: worked with organization for 1 year or less
· New to their career: GS- 11 and below
· Selection & Approval
· Selection by the Executive Officer
· Approval by the Supervisor
Note: If eligible new employees join organization after the kick-off session, they may join the next cohort. This helps the current cohort build trust with each other and does not require them to “start over” when a new member joins mid-way. 
Past Members & Potential Future Members
	#
	Cohort 1
Date Began
	Cohort 2
Date Began
	Cohort 3 (Potential Members)
Start Date

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	 
	
	

	8
	 
	
	

	9
	 
	
	

	10
	 
	
	

	11
	 
	
	 

	12
	 
	
	 


[bookmark: _Toc8292927]Feedback from Past Participants
· They want to form closer bonds with their cohort
· They want more hands-on activities
· They want more excursions (enjoyed the department Tour and Lab Tour)
· They want to find ways to engage more passive members
· Speakers of interest: 
[bookmark: _Toc8292928]Additional Options
· Activities: article review, video viewing, reflection paper, assessment, informational interviews, mission-related scavenger hunt
· Excursions: Lab Tour, department tour, volunteer as a group, Fire Station tour, ORS Immersion, Thoughtful treasures for the Children’s Inn
· Format: Break into small teams instead of holding large group discussions (encourage active participation from all members
Meeting Format
	Ice Breaker
	5 minutes

	Action Sharing (from previous session)
	5 minutes

	Topic Intro
	5 minutes

	Activity
	20 minutes

	Discussion
	15 minutes

	Action Planning
	10 minutes


Meetings that also include a field trip will be 2 hours long.


[bookmark: _Toc8292929]New Developing Professionals - Sample Sessions
	#
	Topic
	Activity
	Field Trip
	Homework
	Guest Speaker/ Facilitator

	1
	"There is no such thing as a self-made man. You will reach your goals only with the help of others.” – George Shinn
Welcome to your new cohort
	*Ice Breaker: You're starting a brand new company. On what three values would you build it and why?
* Intro
*Navy Seal story from "The Power of the Other"
	 
	*What do you want to contribute/get out of this cohort? Where are you now statement.
	 

	2
	"There are no traffic jams on the extra mile." -Zig Ziglar
Going above and beyond what is required
	*Ice Breaker: Describe a time when you or a coworker went above and beyond and share the impact. 
*Southwest case study - talk through what's required, versus how someone could take it to the next level
	 
	Find an interesting fact about your organization and its impact and be prepared to share it with the group next meeting.
	 

	3
	TWO-HOUR SESSION
"Connecting with the Mission”
	*Ice Breaker: Share interesting organization/department fact and its impact
	*Department landmarks scavenger hunt
	*Identify something you have always wanted to do but have hesitated.
	N/A

	4
	"Too many of us are not living our dreams because we are living our fears." -Les Brown
Navigating past hurdles & 
Breaking out of your comfort zone
	*Ice breaker: The bravest/most difficult thing I've ever done, and how it changed me & what I've always wanted to do but haven't yet
*Coaching Exercise
*Grit: The Power of passion and perseverance Ted Talk
	 
	*Bring a managing up scenario to next session.
*Prepare a 7 word biography to share at the next session.
	 

	5
	"Help me help you."
Managing Up Techniques
	*Ice Breaker: 7-word biography
*My Leadership Philosophy exercise (belief about leadership, expect from others, expect from me)
	 
	*Think about who inspires you to share at the beginning of next session.
	 

	6
	"It's not who you know, it's who they know."
Effective Networking & Building Relationships
	*Ice Breaker: Who inspires you?
*World Café
	 
	
	

	7
	“When you are content to be simply yourself and don't compare or compete, everyone will respect you.” ― Lao Tzu, Tao Te Ching
Leveraging your strengths & Identifying your personal brand
	*Ice Breaker: What do we have in common? 2 groups compete for longest list
*Self-Reflection Activity

	 
	 
	

	8
	"If you judge people, you have no time to love them." -Mother Teresa
The Ladder of Inference
	*Ice Breaker: Word Association with the ladder of inference
*http://www.storyboardthat.com/articles/b/ladder-of-inference Activity
*Share real-life examples of when the ladder applied to you 
	 
	 
	 

	9
	"I am convinced that life is 10% what happens to me and 90% of how I react to it." -Charles Swindoll
Emotional Intelligence
	*Ice Breaker: Never Have I Ever
*Centering Exercise
*Wheel of Life
*DDM Seminar describing the amygdala hijack
	 
	Think of a real-life example of when you jumped to a conclusion and later learned you were wrong
	 

	10
	"Say what you want to say."
Crucial & Candid Conversations
	*Ice Breaker: Minute-to-Win-It Challenge
*Video clips: candidculture.com/ training/videos
*Role Playing Activity
	 
	Attend a functional area meeting and share back with the group 
	

	11
	“Humility is not thinking less of yourself but thinking of yourself less." -C.S. Lewis
Humility and Public Service
	*Ice Breaker: Candid Question
	
	Learn about a different office; 5 to 10-minute presentation to the group 
	 

	12
	“It usually takes me more than three weeks to prepare a good impromptu speech.” – Mark Twain
Public Speaking
	*Ice Breaker: 2 Truths and a lie
*Toastmasters Activity - 2 -3 minute presentation on topic of choice
*Body language Ted Talk
	 
	 
	

	13
	"There are many things in life that will catch your eye, but only a few will catch your heart. Pursue these." -Michael Nolan
Career planning
	*Ice Breaker: My Guilty Pleasure song
*Bio-poem https://www.kuder.com/blog/education-providers/4-fun-career-planning-activities-for-secondary-students/
*Mentoring Program
*Why some of us don't have one true calling Ted Talk
	 
	 
	Career Advisor

	14
	"The key is not to prioritize what's on your schedule, but to schedule your priorities." -Stephen Covey
Managing multiple priorities
	*Ice Breaker: Share a recent picture on your cell phone, or do a "what" search in google and share a past search with the group
*Calendar mgmt. tips
*Rocks, pebbles, and sand story (YouTube)
	 
	 
	 

	15
	“Mistakes should be examined, learned from, and discarded; not dwelled upon and stored.” – Tim Fargo
Giving and receiving feedback; Performance Review Tips and Tools
	 *Role-playing Activity (with vignettes) about feedback
	 
	 
	 

	16
	“There is no greater power on this earth than story.”- Libba Bray
How to tell a compelling story
	 
	 
	 
	 

	17
	"Diversity: the art of thinking independently together." - Malcolm Forbes
Inclusion
	 
	 
	 
	


[bookmark: _Toc8292930][image: ]Supervisors’ Collaborative Group
[bookmark: _Toc8292931]Guiding Principles
· Create a community of practice to engage in structured, and regularly occurring face to face conversations based on a series of topics related to supervision (New – 2018)
· Create a collaborative forum to discuss the common experiences and challenges new supervisors are faced with 
· Generate best practices
· Provide access to a variety of subject matter experts from across the NIH community
[bookmark: _Toc8292932][image: ]Recruitment of Members
· Email to Division Directors with overview of program and criteria for nominations
· Supervisor within first 3 years of supervisory role or solicitation for members who are beyond the first 3 years of supervision, who would benefit from participating in this community
· Each month one member will facilitate a conversation regarding an article that is assigned to the group
[bookmark: _Toc8292933]Supervisors’ Community of Practice - Sample Sessions
	#
	Topic
	Activity
	Homework
	Guest Speaker/ Facilitator

	1 
	"If your actions inspire others to dream more, learn more, do more and become more, you are a leader"
-John Quincy Adams

Welcome to your new cohort
	*Ice Breaker: Two truths and a lie
*Introduction to the Supervisors Community of Practice
*Introduction of Coaching for the Cohort and the goal of working through a supervisory challenge
*Overview of cohort sessions
*Q&A
	*What do you want to contribute/get out of this community of practice. Where are you now statement and where do you want to be statement
	

	 2
	"Vision without execution is hallucination"
-Thomas Edison

Leadership Vision/Transformational Leadership
	Leadership Panel - Visionary leaders
performance management/accountability - concepts
	Read an article on the Amygdala Hijack - TBD
	

	 3
	"Out of control emotions make smart people stupid."
-Daniel Goleman 

"Our emotions have a mind of their own, one which can hold views quite independent of our rational mind."
-Daniel Goleman

The Amygdala Hijack/Emotional Intelligence
	*Role Playing 
*Prestation on the physiology of the amygdala hijack
*DDM Seminar describing the amygdala hijack
	Take the implicit bias test and be prepared to discuss your results/insights at the next meeting
	

	4 
	"The single biggest problem with communication is the illusion that it has taken place."
-George Bernard Shaw

Crucial & Candid Conversations
	*Ice Breaker: Minute-to-Win-It Challenge
*Role playing exercise on body language
*Video clips: candidculture.com/training/videos
*Interactive game on what differentiates PMAP levels 5-1 (Supervisor Jeopardy) 
	Read an article on diversity.  Come prepared to discuss answers to the article related questions
	

	 5
	"Common sense is the collection of prejudices acquired by age eighteen"
-Albert Einstein

Implicit Bias
	*Ice Breaker: Word Association with the ladder of inference
*http://www.storyboardthat.com/articles/b/ladder-of-inference Activity
*Anti-Harassment 
	*Bring a summary of challenging conversation with a staff member to the next meeting. Ask yourself, if you had it to do over again, what would you have done/said differently. Come prepared to discuss lessons learns about communication
	

	 6
	"Diversity: the art of thinking independently together." - Malcolm Forbes

Diversity and Inclusion
	*Diversity activity - How diverse is your universe
*Diversity film screening with facilitated discussion afterwards
*Diversity Programs Presentation
	Write a list of goals you would like to accomplish, but are afraid of pursuing
	

	 7
	"Team work makes the dream work"

Leaderships role in engagement
	*The power of the FEVS - Data analysis overview
*Organization wide Engagement Initiatives discussion
	 
	

	 8
	"If it scares you, it might be a good thing to try." -Seth Godin

*Stretching out of your comfort zone
	*Ice breaker: Share a few examples of when you have stretched out of your comfort zone… what were the costs and benefits of doing so?
*Grit: The Power of passion and perseverance Ted Talk 
	Read article on intrinsic motivation and engagement
	




[bookmark: _Toc8292934]Additional topic ideas
	
	Managing Mediocrity 
	
	
	

	
	The art of delegation
	
	
	

	
	Performance Management – Your organization's approach
	
	
	

	
	Engagement
	
	
	

	
	Managing remote workers
	

	
	Practicing self-awareness
	
	
	

	
	Secrets to having a great team
	
	
	

	
	Strategies for recruiting top candidates
	
	
	

	
	Managing High Performers
	
	
	

	
	Differences between… Mentoring / Coaching / Giving Feedback / Mediation / Supervising
	
	
	


[bookmark: _Toc8292935][image: ]Book Study Program 
[bookmark: _Toc8292936]Overarching Goals:
A book study is a developmental activity in which individuals are given the opportunity to read and discuss a book on topics of leadership. Program goals include:
· Create a diverse cohort of employees to engage in and facilitate conversations around leadership 
· Maintain organizational interest in contemporary leadership topics and theories 
· Foster a supportive environment to promote personal and professional growth
· Develop constructive contributions to the organization
[bookmark: _Toc8292937]Program Overview:
· Potential book study participants fill out an application and obtain supervisor approval (limit to 12-person cohort)
· Once approved, book study members will participate in an orientation. At this meeting, they will get a virtual binder (SharePoint) to include an overview of the program, advice/guidance on how to access the book from Skillsoft Books and Videos, expectations of the program, etc. The cohort will participate in ice breaker activities to help establish rapport within the group. 
Book Study Sessions – Periodic learning and support sessions. 
Depending on the length of the book, there will be between 3-5 sessions evenly spaced out during the program. Each session will cover specific book chapters that the cohort is expected to have read prior to the session. A facilitator will lead the discussion, and the role will rotate among the cohort members for each session.
Program Close Out
The final session will conclude with a final discussion on final chapters of the book. In addition, a final networking activity will take place to ensure that the cohort can remain in touch with the entire group.
Program Evaluation
Send survey out to cohort to assess levels of satisfaction with the book study, chosen book, and effectiveness of the program based on the overall program objectives. 
[bookmark: _Toc8292938]Sample Book Study List
Customer Service
· To Sell is Human: The Surprising Truth About Moving Others – Dan Pink
· Leadership for Great Customer Service: Satisfied Employees, Satisfied Patients, Second Edition - Thom A. Mayer and Robert J. Cates
· The Apple Experience: The Secrets to Building Insanely Great Customer Service - Carmine Gallo
· The Customer Service Survival Kit: What to Say to Defuse Even the Worst Customer Situations -  Richard S. Gallagher
· Customer Relationship Management Strategies in the Digital Era - Süphan Nasýr
· The High Roller Experience: How Caesars and other World-Class Companies are Using Data to Create an Unforgettable Customer Experience - David Norton
· Customer Satisfaction, 3rd Edition. — Scott Dru 
External Awareness
· The Self-Aware Leader: A Proven Model for Reinventing Yourself -  Daniel Gallagher and Joseph Costal
· Coaching at Work: Powering Your Team With Awareness, Responsibility and Trust – Matt Somers
· Neuroscience for Leaders: A Brain-Adaptive Leadership Approach - Nikolaos Dimitriadis and Alexandros Psychogios
· StrengthsFinder 2.0 – Tom Rath
· The Art of Waking People Up: Cultivating Awareness and Authenticity at Work - Kenneth Cloke, Joan Goldsmith
· The Social Leader: Redefining Leadership for the Complex Social Age - rank Guglielmo, Sudhanshu Palsule
· Exception to the Rule: The Surprising Science of Character-Based Culture, Engagement, and Performance  - Peter J. Rea, James K. Stoller, Alan Kolp
Resilience and Flexibility
· The Resilience Advantage: Stop Managing Stress and Find Your Resilience - Richard S. Citrin and Alan Weiss
· The Power of Resilience: How the Best Companies Manage the Unexpected - Yossi Sheffi
· Stronger: Develop the Resilience You Need to Succeed - George S. Everly Jr, Douglas A. Strouse, and Dennis K. McCormack
· The Agile Organization: How to Build an Innovative, Sustainable and Resilient Business - Linda Holbeche
· The Art and Adventure of Leadership: Understanding Failure, Resilience and Success - Warren Bennis, Steven B. Sample, and Rob Asghar
· Work without Stress: Building a Resilient Mindset for Lasting Success  - Derek Roger and Nick Petrie
·  Bouncing Back: Rewiring Your Brain for Maximum Resilience and Well-Being – Linda Graham
Results Orientation
· Results: Get Clarity. Achieve Results – Jamie Smart
· The Leadership Habit: Transforming Behaviors to Drive Results - Tammy R. Berberick, Peter Lindsay, and Katie Fritchen
· Leadership Can Be Learned: Clarity, Connection, and Results - Gilmore Crosby
· Inspired Leadership: How You Can Achieve Extraordinary Results in Business - Kevin Gaskell
· 5% More: Making Small Changes to Achieve Extraordinary Results - Michael Alden
· Dare to Serve: How to Drive Superior Results by Serving Others - Cheryl Bachelder
· Execution IS the Strategy: How Leaders Achieve Maximum Results in Minimum Time - Laura Stack
Self-Management
· Breakthrough To Yes: Unlocking the Possible within a Culture of Collaboration – Eric Papp
· Emotional Intelligence for Project Managers: The People Skills You Need to Achieve Outstanding Results – Anthony C. Mersino
· Organization Development Fundamentals: Managing Strategic Change – William J. Rothwell
· Self-Leadership: How to Become a More Successful, Efficient, and Effective Leader from the Inside Out - Andrew Bryant and Ana Lucia Kazan
· Lead Like it Matters...Because it Does: Practical Leadership Tools to Inspire and Engage Your People and Create Great Results – Roxi Bahar Hewertson
· The Problem-Solving Journey: Your Guide for Making Decisions and Getting Results. Christopher W. Hoenig
· The Self at Work: Fundamental Theory and Research – D. Lance Ferris, Russell E. Johnson, and Constantine Sedikides
Collaboration/Partnering 
· Creative Conspiracy: The New Rules of Breakthrough Collaboration – Leigh Thompson
· Collaboration: How Leaders Avoid the Traps, Build Common Ground, and Reap Big Result – Morten Hansen
· Collaborative Intelligence: Thinking with People Who Think Differently – Dawna Markova and Angie McArthur 
· Smart Collaboration: How Professionals and Their Firms Succeed by Breaking Down Silos – Heidi Gardner
· Radical Collaboration: Five Essential Skills to Overcome Defensiveness and Build Successful Relationship – James W. Tamm
· Collaboration Begins with You: Be a Silo Buster – Ken Blanchard, Jane Ripley, and Eunice Parisi Carew
· The Five Dysfunctions of a Team: A Leadership Fable - Patrick M. Lencioni
· Breakthrough To Yes: Unlocking the Possible within a Culture of Collaboration – David B. Savage
· 1 + 1 = 100: Achieving Breakthrough Results Through Partnerships - Rick Pay
Communication
· Never Split the Difference: Negotiating As If Your Life Depended On It – Chris Voss
· Crucial Conversations: Tools for Talking When Stakes are High – Kerry Patterson
· Made to Stick – Chip and Dan Heath
· Thanks for the Feedback – Douglas Stone
· Building a Story Brand – Donald Miller
· On Writing Well – William Zinsser
· How to Say It: Choice Words, Phrases, Sentences, and Paragraphs for Every Situation – Rosalie Maggio
· Famous Letters: Messages and Thoughts That Shaped Our World – Frank McLynn
· You've Got 8 Seconds: Communication Secrets for a Distracted World – Paul Hellman
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This toolkit was brought to you by the ReImagineHHS Maximize Talent Employee Engagement Workgroup.  Questions regarding the creation of the toolkit may be directed to Robin Klevins at robin.klevins@nih.gov.
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