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MODULE:  LEADERSHIP 

TOPIC 4:  LEADERSHIP & COACHING 

TRAINER’S MANUAL OF THE TRAINING SESSION 

DURATION OF THE SESSION: 120 MINUTES 

  

 

Time Table of Content How 

5’ Introduction to the Training 
The trainer will introduce the topic of Leadership and Coaching in project 
management. 

Part of the opening speech can include these ideas: Coaching is so 
important in project management because you, as a project manager, must 
fill several roles in the completion of a project. The project manager must 
also explain and integrate the project with members outside the project 
team who may or may not be within the organization. 
During the next two hours you will learn simple, yet very powerful tools and 
techniques of leadership styles and coaching tools, which can be used by 
you directly, or among your project management team members.  

● The trainer will explain 
the purpose of this 
session. 

● The trainer will explain 
and present the topic 
of Leadership & 
Coaching.  

● The trainer will show a 
table of content. 

● Presentation. 
 
 

25’ Topic Presentation 

Project management is a powerful approach to improving an organization's 
effectiveness. Unfortunately, there is a “gap” between the time that one 
reads a project management book (or attends a workshop) and the time 
when one tries to apply that new information to their work. That “gap” is 
best filled by project management coaching.  

What is Coaching? A Definition 

Coaching is the process of helping people and teams to perform to the best 
of their abilities. It involves drawing out people's strengths, helping people 
to bypass personal barriers and limits in order to achieve their personal 
best, and facilitating their ability to function more effectively as members of 
a team. 
 

The main benefits of the project management coaching are: 

● Improvement of current competences. 

● Better communication and negotiation skills. 

● Greater mental flexibility and problem-solving capability. 

● Discussion – Q&A 
individually. 

● Participant’s 
handbook. 

● Presentation. 
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● Better relationship with all the project stakeholders. 

 

Before you continue, you can ask participants: Do you know the main 
differences between coaching and mentoring? (‘5). After they answer you 
their opinions and ideas, you can continue by the definition of the 
differences between coaching and mentoring: 

Key Elements of Coaching 

● Is typically a short-term activity. 

● Has a specific goal or outcome, which is related to performance. 

● Follows a structured approach with regular progress meetings. 

● Can be delivered quickly without the need for extensive consultation 

and design. 

● Delivered by the immediate manager. 

Coaching focuses on performance within the individual’s current role, which 
can include the development of new skills or performance issues. 

 

Key Elements of Mentoring 

● Is long-term as it’s heavily dependent upon a strong relationship 

between the mentor and mentee (individual receiving mentorship). 

● Takes a holistic approach to individual development. 

● Takes place as and when required. 

● Requires a design phase to decide the purpose and focus of the 

program. 

● Is conducted by a senior, more experienced individual. 

 

20’ GROW Method  

Before starting this exercise, present to the participants the GROW Method. 
Details of this method are also described in the Participant’s handbook on 
page no. 6 (5’). 

The GROW Method is a simple four-step process that helps you structure 
coaching and mentoring sessions with your team members. You can use the 
model to help team members improve performance, and to help them plan 
for and reach their longer-term career objectives. GROW is an acronym that 
stands for: 
● Goal: Establish and define the goal (it can be done according to the 

SMART goal setting). 

● Current Reality: Define the situation now, describe the current reality 

● Options (or Obstacles): Once you and your team member have explored 

the current reality, it's time to determine what is possible – meaning all 

of the possible options for reaching the defined goal and objectives. 

● Exercise no. 1. given 
by the trainer to the 
participants (GROW 
Method). 

● Participant’s 
handbook. 

● Presentation.  
● Discussion. 
❖  
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● Will (or Way Forward): By examining the current reality and exploring 

the options, your team member will now have a good idea of how he 

can achieve his goal. 

Apply the GROW Method to reality in during the training process. Group 
participants into pairs, where one will be a coach and the other will be 
coached. Tell them they have  10’ minutes to try this exercise. 

After, provide a group discussion about how participants liked the exercise 
and if they were able to set a goal(5’). 

25’ Mind Mapping 

Before starting this exercise, present to the participants the Mind Mapping 
tools. Details of this tool and technique are also described in the 
Participant’s handbook on page no. 7 (5’). 

This tool can be used within the coaching context: 

● As a focused brainstorm. 

● As an exploration of an issue. 

● As a decision-making tool. 

● As a planning tool. 

Mind Mapping consists of these steps: 
1. Generate a topic. What will be the focus of your thinking? Your topic 

should be no more than a few words. By keeping your topic simple, you 
will be able to understand more aspects of it through the map. A 
broader topic will give you more with which to work in the future. 

2. Place that topic in the centre of the page. Write it in bold letters. Circle 
or place a square around the topic. 

3. Start writing what comes to mind. As you generate thoughts, draw a 
branch from the main topic. Keep it to as few words as possible. Draw 
clearly. 

4. Begin branching. Try to extend your thoughts from one idea to the next. 
Draw lines between thoughts to create lateral thinking. Number your 
ideas to create organization. 

5. As new ideas come forth, draw a different branch from your topic. 

6. Repeat branching until all your ideas appear on the map. 

7. Use colours, drawings and symbols to create a richer picture. 

 

Divide participants into groups of 4 and let them create a mind map. They 
are free to choose their topic (15’). 

After, provide a group discussion about creating the Mind Mapping  (5’). 

● Exercise no. 2. given 
by the trainer to the 
participants (Mind 
Mapping). 

● Participant’s 
handbook. 

● Presentation.  
● Discussion. 
⧫  
 

25’ Project Management Leadership ● Exercise no. 3. given 
by the trainer to the 
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Before starting this exercise, present to the participants the different 
Leadership Styles used in project management. Details are described in the 
Participant’s handbook on page no. 8-9 (10’). 

Project leadership is about creating the culture and working environment 
within the project that contributes to its success and performance. It is 
about decision making, judgment calls, and motivating the team with 
consistent communication. Daniel Goleman summarized that leaders who 
used styles that positively affected the climate have decidedly better results 
than those who did not 

The below table summarizes the 6 leadership styles and their attributes: 

1. The Authoritative (Visionary): Leader People using the Authoritative 
leadership style are inspiring, and they move people towards a common 
goal. Authoritative leaders tell their teams where they're all going, but not 
how they're going to get there – they leave it up to team members to find 
their way to the common goal. Empathy is the most important aspect of 
Authoritative leadership. 

2. The Coaching Leader: The Coaching leadership style connects people's 
personal goals with the organization's goals. A leader using this style is 
empathic and encouraging and focuses on developing others for future 
success. This style centres on having in-depth conversations with 
employees that may have little to do with current work, instead focusing on 
long-term life goals and how these connect with the organization's mission. 
This style has a positive impact on your people, because it's motivating, and 
it establishes rapport and trust. 

3. The Affiliative Leader: The Affiliative leadership style promotes harmony 
within the team. This style connects people together, encouraging inclusion 
and resolving conflict. To use this style, you must value the emotions of 
others, and put a high value on their emotional needs. 

4. The Democratic Leader: The Democratic leadership style focuses on 
collaboration. Leaders using this leadership style actively seek input from 
their teams, and they rely more on listening than directing. 

5. The Pacesetting Leader: The Pacesetting leadership style focuses on 
performance and meeting goals. Leaders using this leadership style expect 
excellence from their teams, and often the leader will jump in him or 
herself to make sure that goals are met. The Pacesetting style doesn't 
coddle poor performers – everyone is held to a high standard. While this 
can be a successful style, it can have a negative effect on the team, leading 
to burnout, exhaustion and high staff turnover. 

6. The Coercive (Commanding): Leader Coercive leaders use an autocratic 
approach to leadership. This style often depends on orders, the (often 
unspoken) threat of punishment, and tight control. People in modern, 
democratic countries are used to having a level of control over their lives 
and their work, and this approach deprives them of this. What's more, 

participants 
(Leadership Style). 

● Participant’s 
handbook. 

● Presentation.  
● Discussion. 
♦  
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because this leadership style is so often misused, it can have a profoundly 
negative effect on a team. 

 

Tell participants to define their leadership styles (tell them also to define 
their real examples - at least 3 characteristic of selected leadership style) 
(10’). 

After, provide a group discussion about the selection of the leadership 
style. (5’). 

15’ Management of Teams: How to Deal with Difficult Team Members 

At the beginning of this exercise, give participants a brief overview of this 
topic (5’). Participants can find more about this topic in the Participant’s 
handbook on page no. 10. 

 

There are 6 types of difficult team members: 

●  He/she lacks enthusiasm, is lazy and likes to just tide things over. 
o Give them feedback, find out what motivates them and set 

goals to challenge them. 
● He/she likes to delegate their tasks to other team members and focus 

on what they like to do. 

o Give feedback, make their role and responsibilities clear and 

teach them how to delegate effectively. 

● He/she uses his or her aggression to bully, intimidate and order peers 

around. 

o Start with feedback, be assertive with them and not aggressive, 

don’t argue with them instead ask questions and look for 

common ground. 

● He/she is competitive and always wants to win and have the final say in 

situations. 

o Tell them what kind of impact their behaviour has on the team, 

put things in writing and don’t play their game, they will have 

objections, anticipate them and handle them accordingly. 

● He/she loves the limelight and the attention and wants the attention to 

centre around them, will not share praise with the team. 

o Give them feedback and do not elevate them above the rest of 

the team, encourage them to work in teams and share praise 

and criticism equally. 

● He/she likes to blame other people, finds faults in others and defends 
oneself as much as possible. 

o Start with feedback, build their confidence up and encourage 

them to look at things objectively and be constructive when 

reviewing others. 

● Exercises no. 4. given 
by the trainer to the 
participants (Difficult 
Team Member). 

● Participant’s 
handbook. 

● Presentation. 
♦  
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In this exercise you can let participants define their difficult team member 
and let them to apply the process of managing them. They should do this 
exercise individually (5’). 

After, provide a group discussion about how participants decided, using this 
technique (5’). 

5’ Feedback and Summary of the Session  

The aim of this session was to make the participants understand simple and 
effective tools of coaching in project management to execute their projects 
more efficiently and manage their project management teams better and 
therefore also become a better leader.  

The next step will be to apply, ideally all of these tools to your work as a 
project manager/leader and in work with your project management team. 

At the end of the summary part, ask participants a couple of feedback 
questions (5’): 

● Which three points did you learn during this session? 

● Which tool and when will you apply to practice as first and why? 

● What was the AHA moment(s) for you? 

● Trainer’s speech. 
● Group discussion. 

 


