	User Instructions
Before using the template, update the following introductory letter to reflect your style, replace the word (Function) with your title and update the footnote as appropriate. Update the signature line and remove this shaded user instruction.  
Complete the following 3 pages based on your own thoughts and feelings and use it to gain the input of your coaches and players as described in the White Paper, “Overcoming Title Imposed Roles”.
If you need help, please call us at 905 – 294-0380.


Date:

Greetings:
Subject: To BE the Best That I Can BE and DO the Best I Am Empowered to DO
My objective is to enhance and refocus the roles played by the (Function).
 You are among the few important people I have selected to provide input to this critical process.

As our organization grows and demands of life increase it is critical that we focus on the best that we want TO BE and TO DO.  Your input will provide me with a thinking tool that will help me clarify and prioritize the most valuable roles the (Function) plays in the life of our organization.   Your input will further help me articulate the most critical attributes and objectives of the (Function).
Please note: your input should not be only based on your opinion of me as a person. My interest is in defining the function I should fulfill.
Please consider this carefully. The following pages describe a simple 4 step process that will guide you in providing me with your valuable input. Please be sure to return your survey to me within two weeks.
If you wish to learn more about this process please read “Overcoming Title Imposed Roles” found at http://www.integrity-plus.com/WP/OC-Imposed-Roles.html 
Please call me at your earliest convince if you have any questions or if you do not wish to participate in this exercise.

Thank you in advance to for playing this vital role.


Sincerely,

Sign your name
Introduction:

In any organization, individuals and functions are given titles.  The demands created by these titles are often dictated by the biases, needs, and expectations of others as well as the assumptions they have of these titles.  Ill-defined title imposed roles cause us to react to the urgent and excessive demands placed upon us.  This often leads to miscommunication, disappointment, ineffectiveness, and burnout.

For example, the demands placed on the (Function) by virtue of this title, are often based on the expectations, biases, and historical backgrounds of our diverse growth rather than a commitment to BE and DO the best that we can.  To BE and DO the best that we can we need to:

1. Examine the function of the (Function) dividing it into its parts or its roles and prioritize the most important or highest value roles.  Then we need to

2. Identify the most important character attributes that describe each role.  This will help us

3. Focus each of these roles on the most valuable objectives that need to be accomplished and 

4. Appropriately eliminate or delegate other roles or objectives in order to be most effective in the limited time and resources given to us.

The following provides four simple steps to guide you in providing me with your valuable input. 

Step One: Prioritizing Roles:

1. Examine the following list of roles and select only the 5 most important roles the (Function) should focus on.

2. Prioritize your selected roles on a scale of 5 – 1 with 5 being the highest value or most important.

3. Write your rating beside each role you selected. 
Write your 5-1 rating in this column.  Note: 5 = most important & 1 lowest value 
	Role
	(
	From the attribute list PRINT the 5 most important attributes that describe this role.

	· Activator
	
	5-
	4-
	3-
	2-
	1-

	· Administrator
	
	5-
	4-
	3-
	2-
	1-

	· Advisor
	
	5-
	4-
	3-
	2-
	1-

	· Advocate
	
	5-
	4-
	3-
	2-
	1-

	· Arbitrator
	
	5-
	4-
	3-
	2-
	1-

	· Authority
	
	5-
	4-
	3-
	2-
	1-

	· Care giver
	
	5-
	4-
	3-
	2-
	1-

	· Catalyst
	
	5-
	4-
	3-
	2-
	1-

	· Champion 
	
	5-
	4-
	3-
	2-
	1-

	· Change agent
	
	5-
	4-
	3-
	2-
	1-

	· Coach
	
	5-
	4-
	3-
	2-
	1-

	· Communicator 
	
	5-
	4-
	3-
	2-
	1-

	· Craftsman
	
	5-
	4-
	3-
	2-
	1-

	· Disciple maker
	
	5-
	4-
	3-
	2-
	1-

	· Empathiser
	
	5-
	4-
	3-
	2-
	1-

	· Enabler
	
	5-
	4-
	3-
	2-
	1-

	· Encourager
	
	5-
	4-
	3-
	2-
	1-

	· Facilitator
	
	5-
	4-
	3-
	2-
	1-

	· Fixer upper 
	
	5-
	4-
	3-
	2-
	1-

	· Friend
	
	5-
	4-
	3-
	2-
	1-

	· Guard
	
	5-
	4-
	3-
	2-
	1-

	· Guide
	
	5-
	4-
	3-
	2-
	1-


	· Influencer
	
	5-
	4-
	3-
	2-
	1-

	· Leader
	
	5-
	4-
	3-
	2-
	1-

	· Listener
	
	5-
	4-
	3-
	2-
	1-

	· Mentor
	
	5-
	4-
	3-
	2-
	1-

	· Model
	
	5-
	4-
	3-
	2-
	1-

	· Motivator
	
	5-
	4-
	3-
	2-
	1-

	· Observer
	
	5-
	4-
	3-
	2-
	1-

	· Organizer
	
	5-
	4-
	3-
	2-
	1-

	· Overseer
	
	5-
	4-
	3-
	2-
	1-

	· Participant
	
	5-
	4-
	3-
	2-
	1-

	· Partner
	
	5-
	4-
	3-
	2-
	1-

	· Planner
	
	5-
	4-
	3-
	2-
	1-

	· Provider 
	
	5-
	4-
	3-
	2-
	1-

	· Resource
	
	5-
	4-
	3-
	2-
	1-

	· Shepherd
	
	5-
	4-
	3-
	2-
	1-

	· Sounding board
	
	5-
	4-
	3-
	2-
	1-

	· Supporter
	
	5-
	4-
	3-
	2-
	1-

	· Teacher
	
	5-
	4-
	3-
	2-
	1-

	· Team Player
	
	5-
	4-
	3-
	2-
	1-

	· Troubleshooter
	
	5-
	4-
	3-
	2-
	1-

	· Visionary
	
	5-
	4-
	3-
	2-
	1-


Step Two: Describe each role: 

Attributes or adjectives are among the best ways to help us describe what we should BE.  It is a strong indicator of the inherent character quality the role should demonstrate. Please:
1. Examine the following list of character attributes or adjectives.  

2. For each of the roles you chose in Step One select the 5 most important attributes that describe each role.  Clearly PRINT your selected attributes in the 5 spaces provided beside each role.

3. Be sure to prioritize your selected attributes on a scale of 5 – 1 by writing each attribute in the space marked as 5, 4, 3, 2 or 1. 

· Accurate

· Adaptable

· Affirming

· Aggressive

· Analytical

· Articulate

· Attentive

· Authentic
· Available

· Biblical

· Calm

· Careful

· Caring

· Challenging 

· Charismatic

· Charitable

· Clear

· Collaborative

· Committed

· Communicative

· Compassionate

· Competitive

· Confident

· Connected

· Conscientious

· Conservative

· Creative

· Credible

· Decisive

· Demanding

· Dependable

· Determined

· Diligent

· Diplomatic

· Direct

· Discerning

· Disciplined

· Emotional

· Empathetic

· Encouraging

· Entrepreneurial 

· Ethical

· Experienced

· Fair

· Firm

· Friendly

· Generous

· Goal oriented
· Gracious

· Helpful

· Honest

· Hospitable

· Imaginative

· Independent

· Influential

· Insightful

· Just

· Knowledgeable

· Loving

· Loyal

· Merciful
· Methodical

· Motivating

· Nurturing

· Observant

· Optimistic

· Perceptive

· Personable

· Persuasive

· Practical

· Precise 

· Professional

· Provocative

· Realistic

· Reflective

· Reliable

· Resilient

· Resourceful

· Responsible

· Risk taking

· Sensitive

· Spiritual

· Supportive

· Tactful

· Trendsetting
· Trustworthy

· Truthful

· Unconventional

· Understanding 

· Warm 
· Wise
Step Three: Provide Objectives: 

Objectives are a statement of faith that indicates what we would like to see happen as a result of playing our roles. Clear objectives can be translated into specific, measurable, agreed upon, and time dependent goals and activities.  In developing objectives that are directed by our attributes, God is our model. It is out of His attributes that He performs His works in our lives; for example, because He is loving, He loves us.  Because He is merciful, He shows us mercy. Because He is just, He grants us justice. With this in view:

1. Examine the roles you selected and their related attributes.

2. As you consider the function of the (Function) at our organization, list the 5 most important objectives you would like to see accomplished within the near future.  To write a clear statement of objective please:

a. Start each statement with an active verb. (Example, develop, teach, build, …)

b. Write (PRINT) a short (maximum 12 words) sentence describing what you would like to see happen within a short period of time - “No more than 12 months”.

3. Prioritize your list making sure they are rated on a scale of 5 –1 with 5 being the most important.

NOTE your 5-1 rating below.
	(
	TO DO –Top 5 objectives or accomplishments. (Rated 5 – 1 with 5 = most important) 

	5
	

	4
	

	3
	

	2
	

	1
	


Step Four: Direct Delegation:

To help the (Function) focus on the above roles and objectives, what do you think should be eliminated or delegated?  Consider the roles and activities the (Function) presently plays. Write any roles, attributes, objectives, or activities you feel the (Function) should eliminate or delegate to others in order to focus on the most important roles, attributes, and objectives you suggested.

1. List (PRINT) 5 thoughts using short (maximum 12 words) sentences.
2. Prioritize your list making sure they are rated on a scale of 5 –1 with 5 being most likely to eliminate or delegate.

NOTE your 5-1 rating below.
	(
	ELIMINATE – DELEGATE:  Roles, objectives or tasks (Rated 5 – 1.  5 = most likely to eliminated )

	5
	

	4
	

	3
	

	2
	

	1
	


� The (Function) is responsible for (list areas of responsibilities).  The (Function) is empowered by the authority given through (where appropriate, state the role to which you report) to whom the (Function) is fully accountable.






