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Life skills and leadership guide

Overview

The Eastern African Sub-regional Support Initiative for the Advancement of Women (EASSI)  and 
Deutsche Stiftung Weltbevoelkerung (DSW)  are implementing a four year joint project entitled, 
“Women and Girls Empowerment (WOGE) Project” in four Eastern African countries namely: Ethi-
opia, Kenya, Tanzania and Uganda.

The joint project is funded by the Dutch Ministry of Foreign Affairs under Funding Leadership and 
Opportunity for Women (FLOW) and its central objective is to contribute to poverty reduction by 
strengthening women’s and girls’ voices for economic self-reliance in the East African region. It was 
purposefully designed to draw from and complement the on-going work of EASSI and DSW. 

It is expected that by the end of the four years, women and girls will have developed knowledge and 
skills, established effective collective action at local level, be able to utilize available information and 
influence regulatory framework and business services to improve their economic self-reliance in the 
targeted communities.

To strengthen women’s and girl’s voices for economic self reliance, extensive trainings will be con-
ducted in life skills, leadership, management, entreprenuership and skills in agri-business. This 
training manual is specifically for life skills and leadership training for girls and women between the 
ages of 16 -55. 

The manual acts as a guide for facilitators and also offers notes for the trainees. The format of this 
training manual is based on the premise that all facilitators/trainers will be trained as trainers or 
trainers in these subjects and also will be used as a guide for replica trainings. The manual can be 
used by civil society organisations, district local councils and women’s and girls’ groups that aim at 
strengthening the voice of women and girls and improving performance of women associations.

EASSI is a sub-regional civil society organization established in 1996 to facilitate systematic follow 
up of the implementation of the Beijing Platforms for Action (BPFAs) emanating from the Fourth 
World Conference on Women held in Beijing China in 1995. It works with partner organizations 
in Burundi, Eritrea, Ethiopia, Kenya, Rwanda, Somalia, Tanzania and Uganda.  It is registered in 
Uganda as a not for profit organization.

DSW is an international development and advocacy organisation that empowers young people 
and communities in low- and middle-income countries by addressing the issues of population 
dynamics and by improving health as a way to achieve sustainable development. DSW’s 
offices in Ethiopia, Kenya, Tanzania and Uganda implement community level projects and ad-
vocacy activities in partnership with civil society organizations and government institutions. 



1.0  INTRODUCTION

 1.1 LIFE SKILLS

Life skills are defined as a large group of psycho-social and interpersonal skills which provide 
the abilities for adaptive and positive behavior that enable individuals to deal effectively with the 
demands and challenges of everyday life, helping people to make informed decisions, communicate 
effectively, and develop coping and self-management skills. Life skills may be directed toward personal 
actions and actions toward others, as well as actions to change the surrounding environment to make it 
conducive to a healthy and productive life1. In the context of women and girls, life skills empower them 
to take positive action aimed at achieving positive social relationships and economic self- reliance. 

In the WOGE project, life skills are considered to be the most important tool that can empower 
women and girls to make informed choices that help them take better control over their own lives 
and support them to positively influence their surroundings and environment. These competencies 
include;

1) Decision Making/Problem Solving; 
2) Interpersonal Communication; 
3) Coping and Self-Management; 
4) Healthy Lifestyle (appropriate hygiene/sanitation practices); 
5) Motivation/Leadership Skills for Livelihoods 

This manual is intended to be used by WOGE project staff, EASSI and DSW staff to facilitate the 
dialogue with women and girls on the issues related to personal growth and development and gen-
eral economic self-reliance known as life skills. It is designed in a way that covers core life skills to 
attaining economic self-reliance, as well as sub-skill sets, are described comprehensively in Chapter 
1. Thus, this manual will be used as a training tool as well as a guide for WOGE project staff in con-
ducting their trainings.

The WOGE project will focus on the following life skills as categorized below;

Personal 
Planning

Generating a 
business

Market 
Research

Accessing 
resources

Customer 
care

Self awareness
Self esteem
Goal setting
Consultation
Decision making

Self analysis
Interpersonal 
relationships
Decision making

Listening skills
Goal setting
Communication 
skills

Assertiveness
Self esteem
Negotiation skills
Communication
Career planning
Dealing with 
stress

Negotiation skills
Assertiveness
Empathy
Friendship for-
mation/ Net-
working

LEADERSHIP AND GOVERNANCE
In this, the training focus will be;
-Key definitions
-Qualities of a good leader
-Good governance and how this relates to group  formation and management
-The need for group formation and Group management
-Roles of members and those of the executive committee and Group constitution making
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CHAPTER ONE 

2.0 TRAINING ON LIFE SKILLS

2.1 Session Objectives 

1. To understand what life skills are and how they relate to real life situations.
2. To provide guidance on incorporating life skills into the classes/sessions you will teach to other  
 women and girls.
3. As women and girls’ leaders to better recognize and develop your priority life skills.
4. To help develop attitudes and behaviors that will lead to a better quality of life.

As life skills are an integral part of daily life it is important to understand each concept individually as 
well as within context. 

2.2 What are life skills?

Life skills are defined in various ways: 

“Abilities for adaptive and positive behaviour that enable individuals to deal effectively with the demands 
and challenges of everyday life” (WHO, 1994) 

“Personal and social skills needed by an individual to operate effectively in society in an active and con-
structive way” 

Throughout our life, from childhood into adulthood, these skills are developed and improved. Initially 
these skills are related to one’s own well-being but gradually evolve to reflect our surroundings and per-
sonal relationships. Practicing life skills leads to qualities such as self-esteem, sociability and tolerance; to 
action competencies to take action and generate change; and to capabilities to have the freedom to decide 
what to do and who to be. These qualities are thus essential tools for understanding our strengths and 
weaknesses which consequently enable us to discern available opportunities and prepare us to face pos-
sible threats, as well as to identify problems that arise within both the family and society. 

With life skills, one is able to explore alternatives, weigh pros and cons, and make rational decisions in 
solving each problem or issue that arises. It also entails being able to establish productive interpersonal 
relationships with others, effective communication in terms of being able to differentiate between hearing 
and listening, and the assurance that messages are transmitted accurately to avoid miscommunication 
and misinterpretations. 

The ability to negotiate, to say “no”, to be assertive but not aggressive and to make mutual compromises 
also represent good life skills. 

Life skills training works on developing people’s individual skills throughout their life to help them make 
healthier decisions, thus enabling them to choose more positive behaviours/actions.

2.2.1  Self-management 

It is an individualized, ongoing, approach to understanding one’s abilities, traits, and behaviors such 
that one’s particular needs and wants are met .Below are the sub-skills which enable individuals succeed 
at coping and self-management. 



2.2.2  Self-Awareness 

Women and girls need to know, understand, and genuinely accept themselves first – their potential, 
their feelings and emotions, their position in life and in society, and their strengths and weaknesses. 
They also need to have a clear sense of their own identity, where they come from, and the culture 
into which they have been born and which has shaped them.
The more individuals are aware of their own capabilities, the more capable they are of using other 
life skills effectively, and the more they are able to make choices which are consistent with the op-
portunities available to them, the society in which they live, and their own abilities.
Having self-awareness also alerts individuals to their weaknesses so that they may acknowledge and 
try to improve on those limitations while continually reinforcing their strong aspects.

2.2.3  Self-Esteem 

Self-awareness leads to self-esteem as people become aware of their own capabilities and place in 
their community. It has been described as an “awareness of the good in oneself,” or the value one at-
taches to him/herself. It refers to how an individual feels about such personal aspects as appearance, 
abilities, and behavior, and grows on the basis of one’s experiences at being competent and success-
ful in what they attempt. Self-esteem enables people to appreciate who they are and build on their 
self-confidence and self-worth. 

Self-esteem is very important because how people feel about themselves influences what they ac-
complish in life. If people believe in themselves and in their own ability, then they are able to work 
hard, reach their goals, and accomplish what they set out to do. 
People are not born with self-esteem. It is a skill that is learned and strengthened over time by hav-
ing positive, encouraging, and loving relationships in one’s life. Therefore, self-esteem is strongly in-
fluenced by relationships with significant adults (parents, family members and leaders at all levels) 
as well as one’s peers. Depending on those interactions self-esteem can either be further developed 
or completely destroyed. 

High self-esteem: When a person has high self-esteem they will: 

 - Have self-confidence and respect for self and for others 
 - Be comfortable with others, forming closer and healthier relationships 
 - Accept new challenges and try new activities 
 - Believe they can succeed (and are self-driven) 
 - Be assertive and refuse to be pressured into what they do not believe in 
 - Accept their mistakes and move on 

Low self-esteem: When a person has low self-esteem they will: 

 - Have little or no respect for self 
 - Have difficulty making and maintaining healthy relationships 
 - Not trust in their own values or decisions 
 - Be more likely to fall under the influence/bullying of others 
 - Most likely develop one or more unhealthy behaviors - stress and anxiety; sex; smoking,   
  alcohol, or other drug use; unwillingness to follow medical advice 

Ultimately, the development of all other life skills will be delayed or hindered! 
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Ways to improve self-esteem 

- Not comparing oneself with others. Set your own goals, and don’t judge yourself according to someone     
else’s achievements. 
- Recognizing your special talents and appreciating yourself the way you are. 
- Thinking about the kind of person you are and your best qualities. 
- Being aware of the things you would like to improve about yourself without being overly self-critical. 
- Being realistic. Set achievable goals so that you can be satisfied when you accomplish them. 
-Believing in yourself. Tell yourself: “I can do it!” 
- Spending time with people who care for you, make you feel good about yourself and boost your 
  self-esteem. 
- Staying away from people who damage your self-esteem, particularly if they do it on purpose. 

Working on one’s self-esteem does not mean they will never feel badly, but it will help them get through 
difficult times. Self-esteem is protective in that when someone treats you poorly, your sense of self-esteem 
shouts: “This is wrong. I do not want to be treated like this!

2.2.4 Self-Analysis 

Self-analysis: Is the attempt by an individual to understand his/her personality without the aid of another 
person 
Self-analysis allows a person to get to know him/herself. By asking questions to themselves they can iden-
tify their strengths and ambitions, as well as their weaknesses. This is important in life as it helps people 
understand who they are, what makes them happy, what they want, and how to make improvements. It also 
helps facilitate the setting of goals, selection of a career, and future direction to one’s life. As women and girls 
face many struggles and important decisions, having a strong concept of who they are reduces the stress 
involved thus making life more enjoyable. 

2.2.5 Stress Management 

Stress is inevitable in life. In limited doses and when one is able to cope with it, stress can be a positive factor 
since pressure forces one to focus on what one is doing and respond accordingly. However, stress can be a 
destructive force in an individual’s life if it gets too big to handle (mental overload) or remains constant for 
a long period of time. Therefore, as with emotions, women and girls need to be able to recognize stress, its 
causes and effects, and know how to deal with it. 

Because we cannot see stress it is not easily recognizable. However, changes in one’s behavior can be an 
indication, as can the physical symptoms which develop over time.

The table below shows how stress manifests itself;
Feelings Thoughts Behaviors Physical Symptoms
Anxiety 
Irritability 
Fear 
Moodiness 
Embarrassment 

Self-criticism
Difficulty concentrating
or making decisions
Forgetfulness or mental
disorganization
Preoccupation with the 
future
Repetitive thoughts
Fear of failure

Stuttering
Difficulty speaking
Crying
Acting impulsively
Nervous laughter
Yelling at people
Grinding teeth
Jaw clenching
Increased smoking,
alcohol or drug use
Increased or decreased 
appetite

Tight muscles
Cold or sweaty hands
Headaches
Back or neck problems
Sleep disturbances
Stomach aches
More colds /infections
Fatigue
Rapid breathing
Pounding heart
Shaking hands
Dry mouth



It is important to note that the more we fail to manage the stressful situations in our lives, the more our 
bodies lose their capacity to fight disease (lowered immunity). Hence, there is a higher risk of suffering 
from frequent infections such as colds/flu, malaria, tuberculosis, and candidiasis (in women).

Common causes of stress

The best way to identify unhealthy stress is to recognize when stress levels are building (refer to table on 
previous pge). While we often think of stress as the result of external events, the events themselves are not 
necessarily stressful. It is the way we react to an event(s) such as those listed below, that causes stress.
 - Family problems
 - Relationships – when to have sex, breaking up
 - Difficulty in decision making e.g. deciding upon a business venture to undertake.
 - The death of a loved one or friend
 - Competition
 - Unresolved conflict
 - Failure

How to manage stress

Stress is unique and personal to each of us. What is relaxing to one person may be stressful to another. 
The key to reducing stress is to find strategies that help each individual personally.

•	 Take a Deep Breath. Stress often causes us to breathe shallowly and this almost always causes more stress!   
 Try taking a minute to slow down and breathe slowly. Breathe in through your nose and count as    
 you breathe out through your mouth. Inhale enough so your lower abdomen rises and falls.

•	 Talk It Out. When you feel stressed, try to express your feelings. Keeping feelings inside can increase stress.   
 Perhaps a friend, family member, group or church leader can help you see your problem in a new way. Talk  
 ing with someone else can help clear your mind of confusion so that you can focus on problem solving.   
 Even if it is slightly embarrassing, asking for help soon after a problem occurs may avoid serious    
 problems later. Writing down thoughts and feelings can help clarify the situation and give a    
 new perspective.

•	 Take a “Minute” Holiday. Create a quiet place in your mind. You cannot always run away, but you    
 can dream. Imagining a quiet place can take you out of a stressful situation. When you have the    
 chance, take a moment to close your eyes and imagine a place where you feel relaxed and     
 comfortable. Notice all the details of your chosen place, including pleasant sounds,     
 smells and temperature.

•	 Pay Attention to Physical Comfort. Be as physically comfortable as the situation will allow. Wear    
 comfortable clothing. If it’s too hot, go somewhere where it’s not. If your chair is uncomfortable,    
 move. Do not wait until your discomfort turns into a real problem.

•	 Move! Physical activity can help reduce and prevent stress.When you feel nervous, angry, or 
 upset, release the pressure through exercise or physical activity. Try to find something you enjoy    
 and make regular time for it. Running, walking or dancing can be done anywhere. Working in the    
 garden, cleaning or playing with younger children can relieve stress, relax you and energize you!

•	 Take Care of Your Body. Healthy eating and adequate sleep fuels your mind as well as your body.    
 Avoid eating too much caffeine and sugar. Well-nourished bodies are better able to cope     
 with stress.

•	 Laugh. Maintain your sense of humor, including the ability to laugh at yourself. Share jokes and    
 funny stories with your friends. Laughter is good for you!
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(how to manage to stress cont’d)

•	 Manage Your Time. Plan ahead and make a realistic schedule for yourself and include time for stress reduc-
tion as a regular part of your schedule. Trying to take care of everything at once can seem overwhelming 
and may keep you from accomplishing anything. Instead, make a list of what you have to do, then do one at 
a time, checking them off as you finish. Do the most important ones first. If a particularly unpleasant task 
faces you, do it early in the day and get it over with; the rest of your day will be less stressful. Recognize when 
you are most stressed and allow yourself some reasonable breaks. When things feel especially difficult, take 
a walk or otherwise change your scenery.

•	 Know Your Limits. When in a stressful situation, ask yourself: is this my problem? If it isn’t, leave it alone. If it 
is, can you resolve it now? Once the problem is settled, leave it alone. Do not agonize over the decision, and 
try to accept situations you cannot change. There are many circumstances in life beyond your control. If a 
problem is beyond your control and cannot be changed at the moment, learn to accept what is, for now, until 
such time when you can change things.

•	 Must You Always Be Right? Do you get upset when things don’t go your way? Consider cooperation or com-
promise rather than confrontation. It may reduce the strain and help everyone feel more comfortable.

•	 Have a Good Cry. It is normal for people of all ages to cry. A good cry during stressful times can be a healthy 
way to bring relief to your stress, and may prevent a headache or other physical consequences of stress. How-
ever, crying daily can be a sign of depression.

•	 Look for the Good Things Around You. It is easy to see only the negative when you are stressed. Your thoughts 
can become like a pair of very dark glasses, allowing little light or joy into your life. Decide to notice five 
good things around you. These can be positive or enjoyable moments or interactions. These may seem like 
small events but as these good things add up they can often provide a big lift to energy and spirits and help 
you begin to see things in a new, more balanced way.

An energizer during the WOGE Project launch



3.0 COMMUNICATION 

Communication is the process of sending and receiving information or thoughts through words, ac-
tions, or signs. People communicate to share knowledge and experiences, give information, express 
feelings, and solve problems or arguments. Communication is a skill and forms the basis of all relation-
ships. The quality of communication affects the quality of a relationship. 

3.1 Types of Communication 

Non-verbal communication or body language gives meaning to what is said and includes tone of voice, 
facial expressions (smiling, frowning, etc.), eye contact, body position (sitting, standing, pacing, leaning 
forward or backward), touch, and actions. Body language can influence communication negatively or 
positively. 

Verbal communication is when one person talks and others listen and react. The conversation can be 
informative, in the form of questions, a negotiation, statements, instructions, or a story. In relationships 
communication is usually informal. Communication misunderstandings and problems can happen 
when one person talks for too long, speaks too softly, interrupts the speaker, does not listen carefully, or 
when there are loud noises in the background or other distractions.

3.2 The communication Process

It is important to remember that communication is a 2-way process. In order for it to be effective it requires 
that both the sender and the receiver play their respective roles. What is meant by this is that the source sends 
a clear message while the receiver listens attentively, processes the information given, and only reacts/speaks 
afterwards. Ultimately, talking is just talking unless the person being spoken to is actively listening and en-
gaging in the conversation as well.

Below are the sub-skills which enable individuals to communicate effectively with others in all sorts of 
different social situations.

3.4 LISTENING AND GIVING FEEDBACK 

Listening carefully is essential for effective communication. Many times the listener is busy thinking 
about what they are going to say and does not pay close attention to what the speaker is saying. This can 
cause misunderstanding and confusion. It is important to listen closely to everything that is said without 
interrupting and then react afterwards. 

3.4.1 Tips on effective listening 

•	 Stop	talking:	Obviously	you	cannot	talk	and	listen	at	the	same	time.	The	most	important	rule	of	
listening is to stop talking. 
•	 Remove	distractions:	If	something	is	distracting	your	attention,	get	rid	of	it.	Turn	off	the	televi-
sion, radios, or cell phones, and do not fiddle with things. 
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More tips on effective listening

•	 Concentrate: Listening takes concentration. Do not let your mind wander off onto other things. 
Do not think about what you are going to say but rather listen to what the other person is saying. 

•	 Look interested: We communicate more non-verbally than we do verbally. If a person is in doubt 
they will tend to believe the non-verbal messages rather than the verbal messages. Maintain good 
eye contact without staring. 

•	 Be patient: Listening takes time; you need to be prepared to give it. If you do not have time at that 
moment, explain this to the person and offer to make time later. 

•	 Hear more than words: Listen with your eyes. Watch for non-verbal signs in the face, eyes, hands, 
and tone of voice. Look for feelings behind the words. Often what we say at first is not what we 
feel. If in doubt, trust the non-verbal signs rather than the verbal. 

•	 Check that you are hearing right: Often the message we hear is not the same as the message the 
other person thinks they are telling us. Do not say “I see” or “I understand” unless you are sure 
that you do. From time to time, repeat and summarize what you hear being said. 

•	 Be non-judgmental: Try not to judge people. If the person you are sharing with senses that you are 
feeling negative, s/he will close up and stop talking openly with you. Your role as a listener is to 
create an atmosphere that is open and safe, that will help the other person to freely and honestly 
share her or his feelings. 

•	 Ask clarifying questions: This shows you are listening and encourages the other person to keep 
talking. It helps the other person to work out what is concerning her or him and how s/he can sort 
it out. 

Barriers to effective communication

•	 Hearing what we want to hear
•	 Ignoring information that conflicts with what we know
•	 Inconsistent non-verbal signals
•	 Effects of emotions
•	 Language barriers
•	 Words that mean different things to different people, etc
•	

Tips for effective communication

•	 Use	feedback
•	 Use	direct	simple	language
•	 Be	sensitive	to	the	receiver’s	world
•	 Use	face	to	face	communication
•	 Be	a	good	listener
•	 Be	aware	of	symbolic	meanings

Particpants of an EASSI  training in Tanzania listen to each other 
during a group session 



The 7 Cs of effective communication 

•	 Clear: Clarity implies emphasizing on a specific message or goal at a time, rather than trying to 
achieve too much at once. Clarity in communication has following features: 

It makes understanding easier. 
Complete clarity of thoughts and ideas enhances the meaning of message. 
Clear message makes use of exact, appropriate and concrete words. 

•	 Concise: Concise means wordiness, i.e, communicating what you want to convey in least posible 
words without forgoing the other C’s of communication. Conciseness is a necessity for effective 
communication. 

-Concise communication has following features: 
-It is both time-saving as well as cost-saving.
-It underlines and highlights the main message as it avoids using excessive and needless words.
-Concise communication provides short and essential message in limited words to the audience.
-Concise message is non-repetitive in nature.

•	 Concrete: Concrete communication implies being particular and clear rather than fuzzy and gen-
eral. Concreteness strengthens the confidence. Concrete message has following features. It is 
supported with facts and figures 

•	 Correct: Correctness in communication implies that there are no grammatical errors in com-
munication. Correct communication has following features: 

 -The message is exact, correct and well-timed. 
 -If the communication is correct, it boosts up the confidence level. 
 -Correct message has greater impact on the audience/ readers. 
 -It checks for the precision and accurateness of facts and figures used in the message. 
 -It makes use of appropriate and correct language in the message. 

•	 Coherent: When your communication is coherent, it’s logical. All points are connected and 
relevant to the main topic, and the tone and flow of the text is consistent.

•	 Complete: The communication must be complete. It should convey all facts required by the 
audience. The sender of the message must take into consideration the receiver’s mind set and 
convey the message accordingly. A complete communication has following features:

•	 Courteous: Courtesy in message implies the message should show the sender’s expression as well 
as should respect the receiver. The sender of the message should be sincerely polite, judicious, 
reflective and enthusiastic. Courteous message has following features: 

 -Courtesy implies taking into consideration both viewpoints as well as feelings of the 
 receiver of the message. A courteous message is positive and focused at the audience. 
 -It makes use of terms showing respect for the receiver of message. 
 -It is not at all biased. 
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3.5 Interpersonal Communication 

This is one of the core life skills. It is important that women and girls develop this skill so that they can 
effectively communicate their views and interact in social situations. 
Relationships are the essence of life. Relationships also come in different shapes and sizes. 
•	 Not everybody can be one’s friend but women and girls need to know how to react appropriately in 

each relationship so that they can develop to their maximum potential to influence issues in their 
own environment. Thus an inter (between) personal relationship simply means: 

•	 having an ability to associate with others, 
•	 an ability to have meaningful interactions with others around you, and 
•	 an ability to cooperate with others. 

3.6 Negotiation skills 

Negotiation is something that we do all the time and is not only used for business purposes. For ex-
ample, we use it in our social lives perhaps for deciding a time to meet, or where to go on a rainy day. 
Sometimes though it does involve being able to cope with potentially threatening or risky situations. 
Negotiation is an important skill in interpersonal relationships and is usually considered as a compro-
mise to settle an argument or issue that will best benefit everyone’s needs. It involves an ability to listen 
to and respect other people’s views while at the same time trying to convince them instead to follow 
yours (this happens through meaningful bargaining). Ultimately the outcome of the discussion will be 
one of the following: 

•	 Win-Win: both parties achieve their goals and are satisfied with the outcome. 
•	 Win-Lose: one party achieves the goal at the expense of the other party. 
•	 Lose-Lose: both parties are dissatisfied with the terms of the negotiated contract. 

The keys to successful, non-threatening, negotiation are: 

•	 Be prepared 
•	 Have a positive attitude 
•	 Listen carefully 
•	 Show respect for other points of view 
•	 Be firm yet friendly 
•	 Build trust 
•	 Persuade and don’t coerce 
•	 Warn but never threaten 
•	 Acknowledge their authority and competence 
•	 Ask for their advice; what makes it fair 
•	 Aim for mutual satisfaction and not victory 

Negotiation as a skill can never stand alone, but will always be in the company of self esteem, interper-
sonal relationships, assertiveness, non-violent conflict resolution, and problem solving. It can also play 
a role in context driven situations.

3.7  Empathy 

Showing empathy involves having the ability to step into another person’s shoes (i.e. feel with the person) 
to evaluate and experience the situation from their perspective. It means understanding and internal-
izing other peoples’ circumstances and finding ways to lessen the burden by sharing with them rather 
than condemning or looking down on (or even pitying) them for whatever reason. It also requires us to 



put off one’s own shoes first to eliminate any possible self-biased interpretation of that other person’s situ-
ation. Empathy, although a means of support, is also empowering in that it allows the other individuals to 
make their own decisions and get back on their own feet as soon as possible. 

3.8 Assertiveness

Assertiveness is an important skill for getting along with others. Being assertive means standing up for 
yourself and being straightforward and honest to yourself and others about what you need and want. 
Being assertive can help protect someone from dangerous situations and can help them resist peer pres-
sure to do things that they are uncomfortable doing. 
People who are not assertive can either be submissive/passive or aggressive. 

The characteristics of each are:

Passive Assertive Aggressive
Giving in to the will of others
Hoping to get what you want 
without having to say it
Leaving it to others to decide for 
you
Being submissive
Talking quietly, giggling,
looking down or away, sagging 
shoulders, hiding the face with 
hands
Avoiding disagreement

Telling someone exactly what 
you want in a way that does
not seem rude or threatening
Standing up for your rights
without endangering the
rights of others
Knowing what you need and 
want
Expressing yourself with “I” 
statements say “I feel” not 
“You…”
Looking people in the eye
Standing your ground

Expressing your feelings or
desires in a way that threatens or 
punishes others
Insisting on your rights
while denying their rights
Dominating, shouting,
demanding, not listening to 
others
Looking down on people
Saying others are wrong
Blaming, threatening, or
fighting with others

It is also important to recognize that assertiveness is related to culture. If is important that young people 
know how to be assertive in all situations, but the way they are assertive with their peers may differ from 
assertiveness with parents, school teachers, etc.
How to be assertive
•	 Decide	what	you	feel	or	want	and	say	it.	Don’t	be	afraid	to	be	honest	about	your	feelings.	Being	
confident about your own feelings will encourage others to respect them as well. Someone who truly 
loves you will not want to do things that make you feel unhappy.
•	 Look	people	in	the	eye.	Eye	contact	is	an	important	part	of	being	assertive.	It	tells	the	other	per-
son that you are serious about what you are saying and that you are paying close attention to whether or 
not they are listening to you.
•	 Do	not	make	excuses.	Your	feelings	are	the	best	reasons.	For	example,	if	you	do	not	support	an	
idea in a group, but other members are pressuring you, avoid using other people as excuses. Say what 
you really feel.
•	 Do	not	seek	approval	from	others.	If	you	do	not	want	to	do	something,	say	so	clearly	and	do	not	
ask if it is alright. Show other people that you know your own mind and are not looking for their ap-
proval.
•	 Do	not	get	confused	by	the	other	person’s	argument.	Keep	repeating	what	you	want	or	do	not	
want. Stand your ground and do not give in.
•	 You	have	a	right	to	change	your	mind.	Perhaps	you	had	agreed	to	an	idea	a	few	days	ago	and	you	
told, but you thought about it and now you feel sure that the time is not right, you have a right to com-
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municate this and stand by it. 
Assertiveness is a Life Skill which never stands alone, it cross-cuts self esteem, negotiation skills, deci-
sion making and problem solving skills, etc. It also requires valuing and listening to what others think, 
feel, and want. Ultimately, it is at the basis of making healthy choices in one’s life.

4.0  SETTING GOALS/OPTIONS FOR LIFE 

A goal is something that you want to achieve or accomplish. It can be something to do, someplace to 
go or something to have. Goals give us something to look forward to and can motivate us and give us 
energy. To set a goal, we must gather information and make decisions and choices. We must learn about 
what we want to achieve. Goals should be specific, practical and have a deadline. Something realis-
tic and easy to manage makes achieving it easier and creates confidence to make other, greater goals. 
Thinking about the expected benefits can be motivating. To help reach a goal, it is helpful to have a plan 
with steps to achieve it, and also think about possible difficulties and how they can be overcome. 

Short Term Goals: goal accomplished in a short period of time – time-frame relates to its context in the 
overall time line that it is being applied to and thus could range from a day to a year 

Long Term Goals: goals which will require a longer period of time (from 2 years to 20 years) to attain 
but are still realistic 
In setting goals that will be meaningful and accomplishable it may be useful to use the SMART princi-
ple.
 
Specific – each goal should have a single, specific action/outcome
Measurable – there is a definable end point (it is easy to tell whether or not the goal has been achieved) 
Achievable – the goal should be reasonable to accomplish using current resources 
Realistic – the goal must relate to what one is ultimately trying to achieve 
Timely – there must be a time requirement; no goal can go on unaccomplished forever 

4.1 Career Planning 
Career planning is an ongoing career development process through which learners attempt to under-
stand their personal, family, group, work, and community experiences and the importance they may 
have in making career and lifestyle choices. 

Firstly, having an awareness of oneself - values, interests, aptitudes, abilities, personal traits and desired 
lifestyle - will put one in a better position to evaluate entreprenual options and best suited career/busi-
ness alternatives. The following questions are a good starting point for individuals to identify the most 
rewarding kinds of work for them: 

•	 What	kind	of	work	would	you	like	to	do?	
•	 	How	can	your	skills	and	interests	influence	your	life	and	work	decisions?	
•	 Where	can	you	acquire	information	related	to	business	possibilities	and	career	interests?	

The next step is to explore career opportunities that would not only provide employment but would be 
intrinsically satisfying. Ultimately this involves much research in terms of: 

•	 Exploring	the	careers	in	which	you	are	interested	
•	 Researching	the	industries	in	which	you	would	like	to	invest	
•	 Researching	the	Market	(which	are	the	tradable	items	with	a	high	demand?)	



Once the options are narrowed down, more specific information can be obtained through: 

•	 Knowledge	exchange	visits
•	 Written	materials	
•	 Informational	interviews	with	those	already	in	the	business

At this stage in career planning it is important to have an open-minded approach so that all opportuni-
ties can be evaluated and alternatives explored. It is important to encourage women and girls to use this 
approach so that they do not simply follow in the footsteps of others.
 
Lastly, one must take the appropriate actions that will allow them to reach their career goal, for instance 
investigating in sources of additional training and information if needed. 

Overall, career planning is a tool that stimulates thoughts regarding future career options and provides 
a framework for reaching one’s ideal dream/ business. If nothing else, it allows people to get creative and 
hopefully realize that many of their career options are realistic, regardless of their current situation, if 
they have determination and a plan.

5. DECISION MAKING/ PROBLEM SOLVING
 
This is one of the core life skills. It is important that women and girls develop this skill so that they can 
make the best decisions for themselves, thus building their sense of responsibility (and self-esteem) and 
ownership towards their actions and words. 

Definitions 

Decision making: process of making an informed/critical choice between two or more options 
Each day one wakes up, one must make decisions. Should one go to the garden or wait for more rain 
to sink into the soil? Should a family cook beans today or green vegetables? These are relatively simple 
decisions which may not critically affect the direction of one’s life. However, an individual is frequently 
confronted with serious decisions in regards to relationships, business ventures, group subscription, fu-
ture life, etc. There are frequently conflicting demands all of which cannot be met at the same time. One 
must make a choice (remembering that there is no right or wrong answer because that is only known 
once the decision has been made) while at the same time remaining aware of the possible consequences 
of that choice. 

Problem solving: the ability to identify, cope with, and find solutions to difficult or challenging situa-
tions. 

Problem solving is related to decision making and needs many of the same skills. It is a way of overcom-
ing an obstacle in order to reach a goal or to achieve one’s objective. It is only through practice in mak-
ing decisions and solving problems that women and girls can build the skills necessary to make the best 
choices for them. 

Critical thinking: the ability to critically analyze one’s environment (the issues, messages, media, expec-
tations and demands from others) in order to make an informed, unbiased decision 

5.1 Types of decisions 

Active decisions involve thinking about options and making a choice based on the careful consideration 
of the consequences of each alternative 
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Passive decisions are made by allowing time, chance or someone else to decide for you.

Describe the CHALLENGE (problem, situation, or issue) you 
are facing. 
- get more information if you have questions about the 
situation

List the CHOICES you have

Consider the positive and negative CONSEQUENCES of each choice. 

- think about your personal and family values, and which courses of action are 
consistent with these values

- think about the ways in which your decision may affect other people

- think about your personal and family values, and which courses of action are 
consistent with these values

Implement the desired action.

Evaluate the outcome.
- should the outcome not yield the desired result, 
return to step 2 to explore the other choices

 

 

 

 

HOW TO MAKE A DECISION (The three C’s for decision making)



6.0 CONFLICT MANAGEMENT AND PROBLEM SOLVING 

Conflict: a misunderstanding between two parties or a struggle/contest between people with oppos-
ing needs, ideas, beliefs, values, or goals. 
Resolutions: rules or guidelines set to solve the misunderstanding 

Unresolved anger or conflict can cause personal anguish which can then result in damaged relation-
ships and social exclusion (rejection, teasing, and humiliation). It is therefore important for a person 
to have conflict resolution skills so that they may have the ability to manage situations, which may 
be hostile, calmly and peacefully. The skill of non-violent conflict resolution therefore aims to avoid 
conflict where possible, resolve conflict where it does happen as rapidly and smoothly as possible, 
while maintaining the mutual respect and consideration of parties involved. Conflict management 
also involves acknowledging that some disagreement can be normal and healthy. 

6.1 Common causes of conflict: 
•	 Scarcity	of	resources	(finance,	equipment,	facilities,	etc.)	
•	 Different	attitudes,	values,	or	perceptions	
•	 Disagreements	about	needs,	goals,	priorities,	and	interests	
•	 Poor	communication
•	 Poor	or	inadequate	organizational	structure	(	Lack	of	clarity	in	roles	and	responsibilities)
•	 Poor	leadership
•	 Lack	of	team	work

Conflict can occur between individuals, between groups of people, or even within a group itself. Self-
awareness (knowing how one deals with conflict), teamwork, and cooperation are all necessary skills 
for managing and minimizing negative conflict outcomes. However, where situations do get out of 
hand, the below techniques can help resolve the issue

6.2 How conflict situations can be managed and resolved: 

•	 Negotiation: this is where conflicting parties meet together in order to resolve their differences 
and to reach an agreement. The outcome is often dependent on the power relationship between 
the groups. Negotiations often involve compromise whereby one group may win one of their 
demands and give in on another.

•	 Mediation: when negotiations fail or get stuck, parties often call in an independent mediator. This 
person or group tries to facilitate the settlement of the conflict by advising both or all parties and 
suggesting possible solutions (they do not however have decision making power). 

•	 Arbitration: means the appointment of an independent person to act as a judge in a dispute to 
listen to and investigate the demands and counter-demands, and ultimately decide on resolution. 
Both parties in a conflict have to agree about who the arbitrator should be, and that the decision 
of the arbitrator will be final. 

This skill can never stand alone and requires an individual to have acquired the ability to negotiate, to 
be assertive, and have a high self-esteem.
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CHAPTER 2 

LEADERSHIP AND GOVERNANCE

7.1 Session Objectives 

Strengthen the leadership, management and governance capacity of women and girls’ groups leaders
Explain the difference between leadership and governance.
To create understanding of the group formation processes and roles of the executive committee

7.2 Definition 

Leadership is a process by which a person influences others to accomplish an objective and directs the 
organization in a way that makes it more cohesive and coherent. It is also a process whereby an individual 
influences a group of individuals to achieve a common goal.

Leadership: influencing and directing the performance of group members towards the achievement of 
organizational goals 

A leader is an individual who is able to influence and inspire a group or organizational members to help 
the group or organization to achieve its goals.

Qualities of a good leader
 
•	 Integrity	-	Creativity	
•	 Dedication	-	Assertiveness	
•	 Fairness	(gives	credit	where	it	is	due)	-	Sense	of	humour	
•	 Humility	-	Understanding	of	the	operation	
•	 Openness	-	Attentiveness	
•	 Self-awareness	-	Adaptability	

Some individuals are natural born leaders, already having the proper skills to get others to follow them 
because they want to and not because they have too. For most people though, leadership requires acquir-
ing or improving upon one’s existing skill base. It requires self-confidence for example, which can be built 
up by taking on gradually larger and larger leadership roles (either in terms of group numbers or the im-
portance of the role). Ultimately, however, everyone is, or at least can be, capable of taking on a leadership 
role within the context of their home, their community, or work.

7.3 Governance 

Governance is the process of decision-making and the process by which decisions are implemented (or 
not implemented). They were informed that governance can be used in several contexts such as corporate 
governance, international governance, national governance and local governance.
In the case of a business or of a non-profit organization, governance was defined as that which relates to 
the consistent management, cohesive policies, guidance, processes and decision-rights for a given area of 
responsibility. 

7.4 Characteristics of governance 

Governance itself can be good or bad and that has eight major characteristics which are:
1) Participation



Participation by both men and women is a key cornerstone of good governance and it could either be 
direct or through legitimate intermediate institutions or representatives. It is important to point out that 
representative democracy does not necessarily mean that the concerns of the most vulnerable in society 
would be taken into consideration in decision making. Participation needs to be informed and organized. 

This means freedom of association and expression on the one hand and an organized civil society on the 
other hand.

2) Rule of law
Good governance requires fair legal frameworks that are enforced impartially. It also requires full protec-
tion of human rights, particularly those of minorities. All constitutions of the EAC countries have provi-
sions for human rights.

3) Transparency
Transparency is one of the characteristics of good governance. It ensures that decisions are taken and their 
enforcement is done in a manner that follows rules and regulations. Stating that a good leader will ensure 
there is free flow of information and accessible to those who will be affected by the decisions and their 
enforcement.

4) Responsiveness
Good governance requires that institutions and processes try to serve all stakeholders within a reasonable 
timeframe.

5) Consensus oriented
Good governance requires mediation of the different interests in society to reach a broad consensus in 
society on what is the best interest of the whole community and how this can be achieved. It also requires 
a broad and long term perspective on what is needed for sustainable human development and how to 
achieve the goals of such development.

6) Equity and Inclusiveness
 Good governance also ensures that a society’s well being depends on ensuring that all its members feel 
that they have a stake in it and do not feel excluded from the mainstream society.

7) Effectiveness and efficiency
Good governance means that the process and institutions produce results that meet the needs of society 
while making the best use of resources at their disposal. The concept of efficiency in the context of good 
governance also covers the sustainable use of natural resources and the protection of the environment.

8) Accountability
 Accountability is a key requirement of good governance. Not only for governmental institutions   but also 
the private sector and civil society organizations must be accountable to the public and their institutional 
stakeholders.

From the above discussion, it is clear that governance is an ideal which is difficult to achieve in its total-
ity and that very few countries and societies have come close to achieving good governance in its totality. 
However, to ensure sustainable human development, actions must be taken to work towards this ideal 
with the aim of making it a reality.

It is important to observe the above characteristics for one to become a great leader in the society. These 
characteristics not only build political leaders, it also builds leaders in business hence improving a coun-
tries economy thereby alleviating poverty.
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8.0 GROUP FORMATION & MANAGEMENT

8.1 Session Objectives

I. Participants will be helped to understand key definitions and why a group is needed
II. To provide clarity on the different roles played by group members in managing their group
III. To enable participants understand the processes involved with drafting a group constitution.

8.2 Definition of a Group

For our purpose here, a group means some people (minimum of five) who come together on a free and 
voluntary basis, and with a spirit of co-operation expressed by mutual love and assistance, sister/brother-
hood, justice and honesty; to work together for mutual social and economic benefit. In this case a group 
might be a women group registered with National Council of Women, District Community Develop-
ment Department, a traditional credit rotation group, or an informal development group of individuals 
in a community.

8.3 The Need for Groups

There are several reasons why people want to come together: In a group, members have access to goods 
and services more easily than they would have on an individual basis; 

•	 Group members pull together scarce resources, own and manage them themselves in order to fight 
against poverty, food shortage, powerlessness of an individual person against market forces, unem-
ployment and low self esteem;

•	 Groups can be learning laboratories, promoting skills such as enterprise management and problem 
solving;

•	 Groups are useful receiving mechanisms for resources from Government and NGO development 
agencies for example the Community Driven Development (CDD) grant in Uganda.

•	 The group allows more small women entrepreneurs to be reached;
•	 It reduces on administrative transaction costs of lending;
•	 A group reduces default through collective risk taking; and
•	 Groups provide a channel for information.
•	 To form a group for wealth generation, the following should be well established; 
•	 Membership should be open and voluntary;
•	 There should be no political or religious interference;
•	 Members must together feel that they need to form a group in order to achieve their common objec-

tives;
•	 The group should be democratically controlled by the general membership; and
•	 Members should be informed and aware.
•	 For easy management, a group should elect a committee.

8.4 How is a group managed?

Forming a group is usually not difficult; the problem is how to manage the group to survive and grow to 
be strong, self-sustaining and permanent, leading to obtaining legal status. A group has two categories; 
ordinary members and committee (or executive) members. It requires active participation both all these 
to co-ordinate and manage a group’s business. Members may consider themselves outside the manage-
ment. It is your job as mobilizer to ensure that they know the group is theirs, and that the leadership of 
the group is controlled by them collectively. Members are owners who delegate their powers of manage-
ment to the group’s executive or committee; Let them know the following reasons why they must see 



themselves as part of the management of a group: 
•	 Members	contribute	resources	to	finance	groups	businesses;
•	 Members	outputs	are	handled	by	the	group;	and
•	 Members	enjoy	the	fruits	of	the	groups	businesses	(profit/loss).

If members consider themselves outside the management of the group, this contributes to loss of trans-
parency, and therefore to mismanagement and lowering of trust that will eventually destroy the group.
Members contribute input resources (funds, labour, products). They also formulate policies (eg what 
income generating activity to be taken on, amount of money to be contributed or borrowed and how to 
share profits).

8.4.1 What is an Executive Committee? 

An executive or committee is a central body in a group which is elected by general membership to direct 
and manage the affairs of a group. An executive committee is elected by the members of a community 
association to continue the work of the association between general meetings. It is the committee mem-
bers’ responsibility to make sure that decisions taken at its association’s general meeting are acted on 
during their year in office. It may include chairperson, vice chairperson, treasurer, secretary and ordi-
nary committee members, usually not exceeding four.

Committee members should have or learn skills which enable them to; 

•	 Organize	and	implement	group	activities
•	 Conduct	meetings	and	write	minutes
•	 Develop	group	policy	and	procedures
•	 Maintain	and	keep	books	of	accounts	and
•	 Conduct	negotiations	and	do	business	with	other	organizations.

Below are specified roles of the three key positions on a group’s executive committee;

i) Chairperson
The chairperson of a committee is responsible for the smooth running of meetings, allowing all mem-
bers to have their say, acting as spokesperson on behalf of the community association when necessary 
and for guiding the committee’s work towards the aims set by the community association. This is a vital 
position in any community association and a good chairperson will do the following

At committee meetings
•	 Conduct	business	in	the	order	set	out	in	the	agenda	
•	 Keep	discussion	focused	on	the	item	as	set	by	the	agenda
•	 Make	sure	that	a	decision	has	been	reached	before	going	onto	the	next	item	on	the	agenda	
•	 Allow	everyone	to	speak	and	be	heard	
•	 Make	sure	a	record	of	all	decisions	is	kept.	

Between committee meetings
•	 Know	of	all	work	that	the	community	association	is	doing	so	that	he/she	is	well	informed	about	
all matters that may arise at committee meetings 
•	 Keep	in	touch	with	other	committee	members	and	how	their	work	is	coming	along,	which	means	
supporting people, not ordering them about
•	 Meet	with	the	secretary	to	arrange	and	draw	up	the	agenda	to	be	discussed	at	meetings	and	en-
sure minutes are properly drafted and issued prior to the next meeting. 
•	 Strategies	for	dealing	with	difficult	situations	and	tips	for	team	building	and	group	dynamics
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ii) Secretary

The secretary is the community association’s point of contact with its members and the wider public in 
line with the direction given by the committee and its chairperson. The work involves writing letters on 
the association’s behalf, and organizing and keeping records of committee meetings. A secretary is expect-
ed to do the following;

Before committee meetings

•	 Find a room for the meeting.
•	 Meet the chairperson and agree an agenda.
•	 Send out a notice to committee members of where and when the meeting will take place and the 

agreed agenda.
•	 Prepare all papers needed for the meeting at least a week beforehand. The papers should include cor-

respondence since the last meeting and minutes, which are a record of the last meeting. 

During committee meetings

•	 Take a note of everyone present at the meeting and everyone who could not be there but has sent an 
apology.

•	 Circulate or read out the minutes of the previous meeting, take questions about the minutes and 
change the minutes if necessary.

•	 Take notes of what members say when they are reporting on action taken and of the decisions that are 
taken by the committee.

•	 Report to the committee any letters written by the secretary and any replies that have been received so 
that action can be taken on them. 

•	 After committee meetings
•	 Write up formal minutes from the notes taken during the meeting in time for issue to the next com-

mittee meeting.
•	 Write and send off any letter that the committee has asked to be dealt with. 

Note: The secretary should maintain up-to-date records of;
•	 Committee	members’	names,	addresses	and	telephone	numbers.
•	 Tenant/community	association	members’	names	and	addresses.
•	 Meetings	attended	by	community	association	members.
•	 Useful	contacts	such	as	the	local	Housing	Executive	district	office.

iii) Treasurer

The treasurer’s major role is looking after the association’s income and expenditure. It is most important 
that a community association is not spending money that it does not have, and that good records are kept 
of its income and expenditure. A treasurer therefore should;
•	 Open a bank account for the community association. This can be easily done and bank staff can ex-

plain how to do so.
•	 Pay all money coming into the community association into the bank account, apart from a small sum 

of cash, say about £5, which should be kept at hand as ‘petty cash’
•	 A record must also be kept of the petty cash and what it is. Any remaining petty cash at the end of the 

year should be added to the present balance in the accounts for the Annual General Meeting. 
•	 Make a regular statement to the committee on how much money the community association has spent 



and still has in its account.
•	 Pay	bills	for	the	community	association.
•	 Give	out	receipts	for	money	given	to	the	community	association.	

8.5 Role of Group members 

At this stage, the role of each group member needs to be clearly defined and agreed upon by ll group 
members.

8.6 Drawing up a constitution for a community group

Every community group needs a constitution. 

8.6.1 What is a constitution? 

A constitution is an important document which should be formally adopted /agreed at the public 
meeting when you set up your association. It takes into account what your association intends to do 
during its first year, and makes provision for possible future developments of the association. It is a 
legal document which, once adopted, requires a formal procedure to alter it.
The constitution states the intentions of your association to work for the benefit of the whole com-
munity it represents. It indicates to statutory and voluntary bodies that the association is open, is 
acting in good faith and intends to work in a clear and business-like way.

8.6.2 Why do you need a constitution? 

Once the decision has been made to form a community association, you need a constitution to;
•	 to	state	how	your	association	is	to	be	structured	
•	 to	detail	the	safeguards	needed	to	ensure	that	it	operates	fairly	on	behalf	of	the	whole	com-
munity as a basic requirement to apply for funding (For example, a small seeding grant from a dis-
trict council or larger amounts from grant making trusts will require the submission of the constitu-
tion to confirm that the association is genuine. 

8.6.3 How to come up with a constitution? 

You can use and adapt one used by a similar association. A draft community association constitu-
tion is available as an example. Alternatively, your group may wish to put together its own unique 
constitution. Whichever way you decide, your constitution should include: 
•	 Name	
•	 objectives	
•	 Membership	
•	 Management	committee	
•	 Finance	
•	 Trust	property	
•	 Annual	general	meeting	
•	 Special	general	meeting	
•	 Rules	of	procedure	at	all	meetings	
•	 Alterations	to	the	constitution	
•	 Dissolution	
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CHAPTER 3
FACILITATION SKILLS

OBJECTIVE OF THE SESSION

•	 To equip women leaders with facilitation skills
•	 To give leaders an opportunity to try out what they have learnt and how they will transfer the same 

knowledge and skills when they return to their respective communities

What are Facilitation skills?

These are the “process” skills we use to guide and direct key parts of our organizing work with groups of 
people such as meetings, planning sessions, and training of our members and leaders. 

What are the basic principles of Facilitation:

•	 A facilitator is a guide to help people move through a process together, not the seat of wisdom and 
knowledge. That means a facilitator isn’t there to give opinions, but to draw out opinions and ideas of 
the group members.

 
•	 Facilitation focuses on HOW people participate in the process of learning or planning, not just on 

WHAT gets achieved. 

•	 A facilitator is neutral and never takes sides. 

A facilitator’s role is to support everyone to do their best thinking and practice. To do this, the facilitator:
 encourages full participation, promotes mutual understanding, cultivates shared responsibility. By support-
ing everyone to do their best thinking, a facilitator enables group members to search for inclusive solutions

How to develop facilitation skills

The quick questions are:

1. Why do you need facilitation skills?
2. How do you facilitate?
3. How do you plan a good facilitation process?
4. Facilitating a meeting or planning session: What’s it all about?
5. Facilitator skills and tips
6. Dealing with disrupters: Preventions and interventions

Why do you need fciitation skills?
For good planning; for “growing” new leaders; for resolving conflicts; participation and for keeping good com-
munication in your group/organization. 

•	 To create real leadership opportunities in your group/community and skills in your members, you need 
facilitator skills. 

•	 For empowerment of members of the group 
•	 To promote ownership so that members  stay invested in your group, 
•	 To enhance responsibility among members



If you want to do good planning, keep members involved, and create real leadership opportunities in your 
organization and skills in your members, you need facilitator skills.

The more you know about how to shape and run a good learning and planning process, the more your 
members will feel empowered about their own ideas and participation, …, take on responsibility and 
ownership, and the better your meetings will be. 

The skills and tips for an effective facilitator are:

•	 Don’t memorize a script 
•	 Watch the group’s body language 
•	 Always check back with the group 
•	 Summarize and pause 
•	 Be aware of your own behavior 
•	 Occupy your hands 
•	 Watch your speech 
•	 Use body language of our own 
•	 Don’t talk to the newsprint, blackboard or walls--they can’t talk back
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How do you facilitate?

Being a good facilitator is both a skill and an art. It is a skill  - people can learn certain techniques and 
can improve their ability with practice. art  - some people just have more of a talent for it than others. 

•	 Understand the goals of the meeting
•	 Keep the group on the agenda and moving forward
•	  Involve everyone in the meeting, including drawing out the quiet participants and controlling the 

domineering ones
•	 Make sure that decisions are made democratically 

In planning a good meeting process, a facilitator needs to focus on: 

•	 Climate and Environment 
•	 Logistics and Room Arrangements
•	 Ground Rules

Facilitating a meeting or planning session: What’s it all about?

•	 The process of the meeting 
•	 Skills and tips for guiding the process 
•	 Dealing with disrupters: preventions and interventions 

The meeting process: basic steps

•	 Start the meeting on time 
•	 Welcome everyone 
•	 Make introductions 
•	 Review the agenda, ground rules, etc
•	 Encourage participation 
•	 Stick to the agenda 
•	 Avoid detailed decision-making 
•	 Seek commitments 
•	 Bring closure to each item 
•	 Respect everyone’s rights 
•	 Be flexible 
•	 Summarize the meeting results and needed follow-ups 
•	 Thank the participants  and close the meeting.



Dealing with disrupters: Preventions and interventions

The most common kinds of disrupters are people who
 try to dominate, keep going off the agenda, have side 
conversations with the person seated next to them, 
or folks who think they are right and ridicule and 
attack other’s ideas.

How to preventing disruption during meetings

•	 Get agreement on the agenda, ground rules and outcomes 
•	 Listen carefully 
•	 Show respect for experience 
•	 Find out the group’s expectations 
•	 Don’t be defensive 
•	 Buy-in” power players 

A well lit room shows that a facilitator is well prepared for a session.
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