Table of contents

Toolkit reviews

About the author

Table of contents

Author's preface

Who is the toolkit dedicated to?
Checklist Manifesto - introduction
How to use the toolkit?

PART 1

MANAGEMENT CHECKLISTS

7 rules of building great companies on the basis of Jim Collins's research
New approach to management - introduction to Teal organization

Characteristics of self-managed organizations

Readiness sheet for Teal implementation in a company

Pro Active Tools — checklist for building employee engagement
Pro Team Tools — checklist for building employee engagement
Team building - five dysfunctions of a team by Lencioni

Pro Leader Tools - the management role of a modern leader
DRIVERS & FLOW - the art of motivating employees
Delegation tools - checklist for task delegation

SMART & monitoring - be precise about tasks and monitor them
GROW - model for conducting a coaching talk

Checklist for giving feedback

Pro Feedback Tools - checklist for giving constructive feedback
Techniques supporting feedback

Pro Meeting Tools - effective leadership of meetings

When it is advisable not to organize a meeting?

Good preparation for the meeting - checklist

Checklist for a successful meeting:

Job interviews in a company — how to increase effectiveness?
Filling job positions — checklist for aspect to be included

How to improve the effectiveness of job interviews?
Filling job positions — checklist for aspect to be included

O O U1 W

10

13
14

16
21
22
23
25
32
38
39
46
48
51
52
57
58
61
65
67
68
59
61
67

71
74

STAR model: checklist for asking questions during recruitment process - episodic

interview
STAR checklist for asking questions during a job interview
Scenario of a job interview - checklist

Assessment center - modern technique of recruitment in a company

What should be remembered during employee onboarding?

78
79
80
82
83

Onboarding checklists. What should be done for the onboarding to be successful? 84

Steps of employee dismissal
When to do an exit interview?

n Checklists for Business

87
91

Maciej Sasin



PART 2 92
SALES AND CUSTOMER SERVICE CHECKLISTS

Pro Sell Tools - strategy for activating sales in a company - checklist 94
Survey for self-assessment of sales strategy in a company 101
ECO approach to sales 106
Standards of sales in the process of customer service - management of customer

experience — example from Apple 108
ORDER - checklist for consultation and advisory sales 109
Key assumptions of ORDER model 1o
Process of sales in a sales talk - 8Z by Pawet Muzyczyszyn m
Readiness sheet for a sales meeting N3
SPIN - checklist for questions asked to clients N4
Sheet for preparing a bank of questions for a sales meeting 15
Collecting client's requirements in projects - MoSCoW checklist for needs N6
POWER - consultative strategy for presentation of a solution n7
AIDA - marketing strategy for stimulating client’'s needs N8
LUP - safe-guarding your answers for client's objections 120
List of most frequent objections - make your own sheet 121
Pro Call Tools — checklist for over-the-phone sales 122
Pro Client Tools — planning active customer service strategy 125
Pro Brand Tools - checklist for brand development 131
PART 3 136

PERSONAL EFFECTIVENESS CHECKLISTS

Pro Time Tools - checklist for personal effectiveness at work 138
5S rule of work organization according to lean management 144
SMART - checklist for setting up goals 146
Checklist for workday planning 148
Pro Learning Tools - tools and ideas supporting learning 149
Pro Listen Tools - checklist for active listening 154
Pro Speech Tools - checklist for preparing public speeches 159
Pro Creative Tools - rules for encouraging creativity 164
Team creativity: brainstorming 170
SCAMPER - variety of brainstorming 172
Questions to SCAMPER model 173
IMPACT basic rules of exerting influence and savoir vivre 174

Maciej Sasin Checklists for Business



PART 4 169
CRISIS IN A COMPANY - ACTION TIPS

How to recognize that there is something wrong in the company?

Checklist for analysis 176
Checklist - 10 indicators of potential threats for an organization 177
How to manage a company crisis? 178
How to do a turn in strategy in face of a company crisis? 179
How to take advantage of a crisis for business development? 180
Development of employees in crisis 180
Crisis in sales and marketing - key steps 181
Mobilization of sales in times of crisis 182
Price management in times of crisis 183
Marketing in times of crisis 184
Reducing costs in a company - ideas 185
Crisis and the financial situation of a company 186
Tips for managers and leaders in crisis 187
Tips on employee dismissal 188
Instead of "the end". How and when to create checklists? 189

n Checklists for Business Maciej Sasin



