
 

Quick Start Guide 
 

The program is a virtual personal trainer to help you grow stronger in two key areas:  
 

 People Skills – Critical workplace communication skills 
 

 Personal Strengths – Practices for dealing with challenges successfully 

 

Here’s how easy it is to use the program and get great results…. 
 

1. FOCUS – Get helpful tips, insights and ideas for practicing your area of focus. 

Work on one area at a time. (Initially, “Listening” has been chosen for you, because 

it’s a key element of many other skills.) 

 

2. ACTION – Review your planned actions.  

Leave the program to implement your planned action—that is, one of the tips, insights 

or ideas in a real interaction with people on the job.  
 

ACTION is where your skills or strengths get exercised.  

 

3. REFLECTION – Learn from what you tried.  

Return to the program and do a Reflection exercise to get insights about what you can 

do differently next time.  

 

4. Repeat the “Focus-Action-Reflection” cycle over and over until the behavior you’re 

focused on feels natural.  

 

5. Click “Change your focus” when you’re ready to work on something else. 

 

Once you’re in a routine of “doing your reps,” use these other tools in the program to 

accelerate your learning: 
 

 Coaching Network – Get support and input from people who care about your 

success, including an accountability coach. 
 

 Get Feedback – Use input from your coaching network to check your progress and 

choose other topics to focus on. 
 

 Learning Archive – Revisit completed exercises as often as you like to reinforce what 

you’ve been learning. 

 

Check the next page for a list of the skills and strengths you can work on… 

  



 

You can choose to focus on one of 25 people skills or 40 personal strengths… 

 

 
 

 


