LIONS LEADERSHIP TRAINING
Volunteer Leadership Seminar
[image: image34.wmf]
INSTRUCTOR GUIDE

PROGRAM OVERVIEW

 Learning objectives:

To list characteristic differences between a business manager and a leader of volunteers

To experience varied activities to involve members and discover members’ skills or interests

To understand why members join and why they volunteer for a project

To assess your leadership style

To evaluate effectiveness of meetings

Session Materials
· Overhead Transparencies – marked in the upper right corner of page  

· Handouts – marked in the upper right corner of page  

Resources
This session uses information from the following resources:

Losoncy, Dr. Lewis E., The Motivating Team Leader,  St. Lucie Press, Delray Beach FL.

Morrison, Emily Kittle, Leadership Skills, Fisher Books, Tucson AZ.

Wilson, Marlene, Survival Skills for Managers, Volunteer Management Associates, Boulder CO.

Audio Visual Equipment

· Flipchart with markers

· Overhead Projector with screen

	METHOD ICONS
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	Lecture/Explain


	Participant Centered Activity
	Overhead
	Flipchart or Poster
	Participant Manual or Handout
	


	SESSION TIMELINE (Suggested 3 hours minimum)

	SECTION
	TIME
(minutes)
	METHOD
	MATERIALS

	Introduction/Opener
	30
	· Chose one of the two suggested opening activities to do

· Present training session objectives
	8 x 10 sheets of paper, tape

or list of questions

Objectives on handout and overhead transparency



	Module 1: 

Motivating Volunteers 
	45
	· Compare/contrast – Business Manager vs. Volunteer Leader

· Why - Reasons members belong

· Member motivation assessment


	Overhead and handout “Compare the Business Manager & Leader of Volunteers” 

“Top 10 Motivators” handout & overhead

“Lion Motivation Survey” handout



	Module 2: 

Leadership Style 
	20
	· Leadership Style Assessment
	“Style Assessment” handout & overhead



	Module 3: 

Meetings: Content & Process
	15
	· Present difference between meeting content and process

· Evaluate Your Meetings activity
	Flipchart 

“Evaluate Your Meetings” handout



	Module 4: 

Assess Group Discussion Roles
	45
	· Present different group discussion roles (positive and negative)

· Small groups discuss the benefits of each positive role, and ways to work with negative roles


	“Group Roles – Positive & Negative” handout & overhead

	Conclusion/Evaluation
	15
	· Review the sequence of training activities

· Review training objectives and ask to evaluate training


	“Seminar Evaluation” handout

	TOTAL TIME
	180
	
	


	INTRODUCTION

	TIME/METHOD
	CONTENT

	Total Time:

30 minutes
	OPENING ACTIVITIES:  
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	I Am a Resource . . .
Ask each person to write on a sheet of paper four statements about skills they have, beginning with “I” or “I am a resource for”.  Each person completes three or four completions of this phrase, ex. I am a resource for public speaking or I speak Spanish.  When everyone has completed their statements, provide tape to attach paper to themselves and circulate around the room; reading other members’ paper.  This is an active way to learn more about members in your club or district.

Forced Choice Questions

For this activity all participants must stand and be ready to move to one side or the other side of the room.  You give the individuals a choice; such as if you are neat desk person move to the right side of the room; if you are a messy desk person, move to the left side.  Once you are there, discuss with a partner why you answered the way you did.  Then ask participants to move again, do they prefer sports (to the right) or prefer music (to the left). Allow them to discuss again with each other.  You may ask other questions, Are you a leader (to the right) or a follower (to the left)?  Are you efficient or friendly?  Do you like vanilla or chocolate ice cream? Do you see yourself as a classic car or a sports car? Again, allow the participants to discuss their choice with another member in their group each time you divide the participants.  Develop 10 - 12 questions suited to the group for a 30-minute activity.  Ask if they learned new information about the others in the group?  Ask if this information will be useful in getting along with the others?  Ask if everyone felt involved in the activity?
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	SHARE SESSION OBJECTIVES
· Refer participants to handout and tell them they will use this to evaluate the training.

Also show the objectives on overhead or on flipchart.  Go over each objective and at the end ask if there are any questions.

	Transition:
	In Module 1 we will focus on motivation of volunteers


	Become a Leader of Volunteers:

	TIME/ METHOD
	CONTENT

	Total Time:

45 minutes
	MODULE 1:  Motivating Volunteers
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	Compare the Business Manager & Leader of Volunteers

Display the overhead and ask participants to compare/contrast by sorting the listed character attributes selecting those most likely to be a business manager as opposed to those most likely to be a leader of volunteers.  Have the participants do this individually, then discuss the answers listed below. 

(See handout and overhead master) 

Depending on the culture of the area there may be disagreement with the following answers.  Discussion may reveal that some business managers have adopted more inclusive consensus based decision-making processes.   If you number the attributes, the following would be typical answers.  

Business manager:  1, 2, 4, 8, 9, 12, 14, 15, 17

Volunteer leader:  3, 5, 6, 7, 10, 11, 13, 16, 18
In summarizing include the following:

The most important difference between managing business employees and leading volunteers is that club members have many choices; so inclusiveness, consensus building and active involvement are keys to success as a leader of volunteers.  You as a leader have to maintain their interest in being members and being involved in activities or leadership roles.  You want to develop support among the members for projects, member recruitment, and committee work.
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	Why Members Belong
Present the Top 10 Motivators using the overhead.  Cover the remainder of the list with a piece of paper, revealing each line before you read it.  

Ask the group to think about when they joined; what motivated them?  

See if you can add to the list of motivators.  Record answers on the flipchart for all to add to their list on the handout, Top 10 Motivators.
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	Member Motivation Assessment

Use the handout to identify (() the reasons each participant joined the organization.  

Then ask them to complete the right column to see how their current motivation is different.  

Form small groups to discuss this question: 

“What qualities of your club keeps you actively involved, and keeps you renewing your membership?”

After 7 minutes, ask each small group to give an example of what motivates you in your club.  Record on flip chart or blank transparency so that all participants can see.

To conclude this activity, ask the participants how they might use this handout in their club or district to increase involvement and member commitment to Lions Clubs.  Write the ideas on flip chart or blank transparency.



	
	Module 1 Summary:

1. Purpose of this module:  To emphasize the difference between many work management situations and being a leader of volunteers.  To understand what motivates members, and get new ideas of how to motivate members.

2. Transition: Now that you have this understanding of the various motivators, next we will determine your usual leadership style.



	Total Time:

20 minutes
	MODULE 2: Leadership Style
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	Leadership Style Assessment

By reading the 4 words on each line, the participants select (circle) the one word that describes themselves the best.  Each column corresponds to a style of leadership, 1. Director/assume authority, 2. Motivator/coach, 3. Thinker/analyst, 4. Compliant support.

The column with the most words circled is the dominant or usual style of leadership for the individual.  Refer to the “Style Assessment” handout.  Ask participants to count the total number of words circled in each column and write the number in the total box of each column.  The highest number or two numbers indicates their usual leadership style.

Discuss the following questions:                                                     Possible Answers
Which style might be best for leading a volunteer group?                  #2, 3

Which style is best for a group of new committee members?             #1, 2

Which style is best for a money management position?                     #3, 1

Which style is best for a team or committee member?                       #2,3,4

Depending on each group, the correct answer may vary or could be a combination of two styles.  Most people will have a blended style or combination of two styles.  This is not the most complete assessment, but it will give the group ideas to compare or evaluate their style and think about this topic in relationship to being a leader of volunteers.

1

2

3

4

Forceful

Outgoing

Diplomatic

Passive 

Adventurous

Generous

Analytic

Patient

Demanding

Sociable

Accurate

Calm

Competitive

Trusting

Systematic

Loyal 

Decisive

Convincing

Sensitive

Deliberate

Self-assured

Enthusiastic

Conscientious

Team-oriented

Daring

Emotional

Conventional

Stable

Total:

Total:

Total:

Total:



	Transition
	Summary:  

You now have an indication of your leadership style.  Think about how this relates to the previous topic of motivating and leading volunteers.  Ask “Do you need to adapt your style of leadership when you are leading Lions?”

Transition: Another reason for lack of motivation of members is poor meetings.  Next we will evaluate your club meetings. 



	Total Time: 

15 minutes
	MODULE 3: Meetings – Content & Process
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	Content and Process

Content or agenda items of a meeting could include the following items, and each item would involve specific processes or methods.  As you present the list, ask participants how the members could be more involved in each and record this on the flip chart so everyone can see.

Content/agenda item                               Typical process/methods used

1. Officer reports                                    Oral or printed summary

2. Committee reports                              Oral or printed summary

3. New business                                      Present information

4. Proposed project                                 Persuasive speech

5. Meeting program ideas                       Request ideas from members

6. Meal                                                    Casual conversation

Here are some ideas of ways to involve members for each item:

1.  Ask for questions and wait as if you really want questions.

2.  Share giving the report by including 3 committee members

   Ask members if they are pleased with the committee’s work, to applaud them

3.  Ask for questions and wait as if you really want questions.

   Call on a member or two who usually have questions to see if they have questions.

4.  Ask if there are concerns or reservations about the project, and respond to these concerns in order to build member support for the project

   Ask for a straw vote by raising their hand to see how many members like the project idea

   Pass around a clip board for sign-up for working on the project committees

5.  Give out index cards for members to write ideas on as they think of them during the meeting

     Ask members to form trios and discuss for 2 minutes and write down their ideas

6.  Have name cards and mix up the seating each meeting.  

   Do a get acquainted activity during lunch, such as ask a specific question of your nearby Lions “What is your most memorable Lions experience?”, “Who would you want to be with you on a deserted island?”  or “Share one of your personal achievements that you are most  proud of doing.”

Ask participants to remember these ideas for use in their clubs.  Next, ask them to complete the Evaluate Your Meetings handout.  This will help them identify specific areas their club could improve.

To summarize this module, ask participants how they can use these activities in their club.

Record responses on flip chart.

	Total Time:

45 minutes
	MODULE 4:  Group Discussion Roles
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	Group Roles – Positive & Negative

Review the productive and Non-productive roles to clarify what each role is.  Description notes follow for those roles that are not well defined.

Information or opinion seeker – asks questions that provide the group with additional information, or provides information about feelings within the group.

Clarifier:  listens, rephrases, & asks questions that clear up possible confusion or misunderstandings

Elaborator:  creates an illustration or scenario that helps define a new concept or proposal.

Introducer:  introduces new members to the rest of the group, or introduces new ideas

Summarizer: summarizes, and brings group back to agenda or goals

Evaluator:  Questions the logic or practicality of a proposal or idea and will compare the new idea to standards or historical patterns.

Harmonizer: Tries to resolve differences among the group

Encourager: Encourages others to continue their involvement

Gatekeeper: Keeps communication open and balanced by encouraging quieter members to participate or proposes limits or turns in speaking.

Resister: Refuses to support anything

Agression: Tries to gain status by criticizing or blaming others

Competing:  Tries to gain favor with the group leader by producing the best ideas, or speaking the most

Confession of personal information: Expresses irrelevant personal information using the group as a sounding board

After presenting the roles, form small group of 4-5 participants to discuss the non-productive roles and how to cope with members who play these roles in groups.  Allow 15-20 minutes for discussion.  Ask groups to make notes as they discuss so they can share with the rest of the participants.

Ask 3-4 groups for ways of coping with a “Blocker/resistor” (not every group has to answer for each role) and record responses on flip chart.  Continue discussion of all the non-productive roles, recording suggested ways of dealing with such a member.



	Transition
	Summary:  The best way to manage group discussion is to know the variety of roles members play and to prepare for the non-productive roles so that you can minimize the discouragement of other members in the group.  Your role as a leader is to maximize member motivation and participation in the group discussions and programs.




	CONCLUSION - EVALUATION

	TIME/METHOD
	CONTENT

	5-7 minutes
	Summary & Evaluation
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	Conclusion:
1. Close by reviewing the activities of the training and the objectives (show transparency #2).

2. Encourage the participants to think about how they might use the activities or handouts that they have used.

3. Ask the participants to evaluate if objectives were accomplished.  Use the Seminar Evaluation Form handout.  Give location ( Example: box on table by the door) for them to put completed evaluations forms.

4. Thank everyone for attending the seminar.




SEMINAR HANDOUTS
1. Group Introductions

2.  Program Overview – Learning Objectives

3.  Compare the Business Manager & Leader of Volunteers

4.  Top 10 Motivators

5.  Lions Motivation Survey

6.  Style Assessment

7.  Evaluate Your Meetings

8.  Group Roles – Positive & Negative

9.  Seminar Evaluation Form

SEMINAR OVERHEADS

· Overhead 1:  Program Overview – Learning Objectives

· Overhead 2:  Compare the Business Manager & Leader of Volunteers

· Overhead 3:  Top 10 Motivators

· Overhead 4:  Style Assessment

· Overhead 5:  Group Roles – Positive & Negative
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