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TOOL BOX

COMPETENCIES
DEFINITION

In this section, we’re going to show you how
to describe, ‘dose’ (see page 52) and find
ways to strengthen competencies before
going on to look at how you can measure
people’s ‘gaps’.

To keep it simple we’ve defined
competencies as:

The behaviour patterns, based on
acquired knowledge, skills and attitudes,
which a person needs to bring to a job in
order to carry out certain key tasks with
competence.

So, when we define new performance goals
we need to elaborate new competencies.
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To help you move around this e-Pocketbook we have

included a full      ‘Table of Contents’, with links that

take you instantly to the chapter or page of your choice.

Be sure to reveal the Table of Contents within the

navigation pane      (sidebar) of your file viewer.

In addition, we have      embedded links within the

book itself, denoted by coloured arrows     and text that

is underlined (or highlighted). These embedded links

will get you swiftly from the Contents page to a specific

chapter and from cross-references to other parts of the

book. A link at the foot of the page           will get you

back to where you started.

The web browser or document viewer you use to read

this e-Pocketbook may well provide further features

(e.g. word search, zoom, page view options) to help

improve your reading experience. 

It is well worth spending some time familiarising

yourself with your document viewer in order to get the

best from this e-Pocketbook. 

Enjoy your reading!
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Enjoy the read!
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INTRODUCTION 

WHO SHOULD USE THIS BOOK? 
 

This book is for people who want to maximise their presence and create a powerful 
impact on the people they meet and work with. It provides a wealth of tips and 
techniques, using questionnaires and exercises to 
help you assess your impact, and enhance your 
communication style and strategy.  

The book shows you how to appear 
confident and use a dynamic style of 
communication, but also how to feel positive 
and self-assured in any situation. It takes a 
holistic approach, helping you to project an 
image that reflects your values and strengths.  

The authors bring together experience from 
the worlds of business and theatre to provide a 
broad perspective on the benefits of taking 
control of personal impact.
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INTRODUCTION 

IS THIS BOOK FOR YOU? 
 

●      Do you want to create a personal brand that reflects 
who you are? 

●      Do you want to enhance your leadership impact?  

●      Do you want to take control of how others perceive you? 

●      Do you want to create an image that reflects your 
ability and potential? 

If so read on.

‘You never know when  
you are making a memory.’ 

Rickie Lee-Jones 
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INTRODUCTION 

IMPACT & PRESENCE –  
WHY ARE THEY SO IMPORTANT? 

 

‘If you think you are too small to make a difference,  
you haven’t spent the night with a mosquito.’   

African proverb 

 
Your image and how you use it is central to others’ perception of your abilities, skills and 
potential. It is amazing how quickly you make an impression on others. 

You need to pay attention to your image because: 

●       To develop your career you will need to sell yourself to others 
●       People buy people 
●       While adapting to the environment you work in you need to stay true to yourself,  

and know how to do this 
●       There is a clear relationship between impact and self-concept; each feeds off the other 
●       Confidence is contagious, but so is lack of confidence 
●       Your personal presence will affect the climate around you, so make the impact a 

positive one 

Projecting the right image can mean the difference between success and failure. 
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INTRODUCTION 

PRESENCE, AUTHENTICITY & IMPACT 
 

We are so much more than what we do. 

How others experience you is a mixture of three important elements: 

●       Presence – how you show up 
       Connecting with the thoughts and feelings of others 

●       Authenticity – who you are 
       Staying true to your values, beliefs and who you are. 

●       Impact – what you do 
       The influence you have and the lasting impression you make on others 
 
These three elements will create the perception people have of you and the memory they 
will take away.


