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Welcome to Placement University's Management Training Manual 

A letter from our founder 
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Chapter One: The Importance of Leadership 

 

The ability to lead other people is a prime attribute of a great manager.  To fulfill your leadership 
potential, you must help others to develop their potential as possible future leaders in your business.   
 
You need to learn how to motivate people to work for you productively and work with you to achieve 
common goals and objectives.  Good leaders are only as good as the people they lead! 
Zig Zigler once said “You will get what you want, when you help other people get what they want” 
 
You will become a much more effective Leader if you learn to fine-tune your leadership abilities.  If I 
asked you to name one great leader that you know, it would be a difficult question to answer.  If I 
asked you to name great leaders, you would easily be able to provide names.  Leaders leave their 
mark, they are memorable and they achieve their own dreams by helping others reach their dreams! 
 
You owe it to yourself and the people who work for you to learn practice and master the skills of 
leadership. You can’t build a successful business if you are the only one that knows how to lead 
because you can’t be all things to everyone. 
     
SUGGESTIONS FOR MANAGEMENT TRAINING CHAPTER ONE: 
 

1.                Read the entire section. 
2.                Review the strengths and weaknesses of your Leadership abilities. 
3.                Decide which area you need to address first. 
4.                Make changes. 
5.                Review the results. 
6.                Consider additional changes.  
 

BENEFITS: 
 

1.                Your Leadership abilities will enhance productivity, retention and improve attrition      
2.                Your Leadership Abilities will reflect your personality and management style 
3.                Creative Leadership will have an element of flexibility 
4.                Your main focus is achieving both your and your company's vision and mission, 
                   that your Leadership vision Impacts 
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EFFECTIVE LEADERSHIP   
 
Where have all the leaders gone?  A recent survey conducted by a major business publication revealed 
that most individuals believe there is a leadership crisis worldwide.  Nine out of Ten people surveyed 
said political leaders spend too much time attacking their rivals, while eight of ten believed that 
corporate leaders were more concerned with making money than running their companies effectively. 
 
How do you embody the most important traits of leadership?  Let’s start with the definition of a 
Leader… 
“A person who motivates people to work collaboratively 
To accomplish great things” 
 
 Leaders set direction, achieve results and cultivate a culture of growth.  
 
If you want to achieve the vision and mission, that you have set, it is important to lead your staff to 
that end.  Think for a moment of all the firms that went out of business and ask what happened to  
these established firms while others flourished during that same time period?  One differential was 
the leadership or lack of leadership of these companies.  
 
There is a great difference between management and leadership.  The biggest difference between 
Managers and Leaders is the way they motivate the people who work for them or follow them.  This 
ability sets the tone for most other aspects of what they do. Many individuals who are in a 
management role realize they cannot buy hearts, especially to follow them down a difficult path, so 
they fine-tune their leadership abilities.  When you capture the hearts of the people you lead, their 
bodies follow. 
 
Following are the six personal qualities most leaders possess: 
 

INTEGRITY 
 
Integrity is the alignment of words and actions with inner values.  It means sticking to these 
values even when an alternative path may be easier or more advantageous. 

 
A leader with integrity can be trusted and will be admired for adhering to strong values.  They 
also act as a powerful model for people to replicate, thus building an entire organization with 
powerful and effective cultural values. 

 
    DEDICATION 
 

Dedication means spending whatever time and energy on a task that requires to get the job 
done, rather than giving it whatever time you have available. 

 
The work of most leadership positions is not something to do if time permits.  It means giving 
your whole self to the task, dedicating yourself to success and to leading others 
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MAGNANIMITY 
 

A magnanimous person gives credit where it is due.  It also means being gracious in defeat 
and allowing others who are defeated to retain their dignity. 
 
Magnanimity in leadership includes crediting people with success and accepting personal 
responsibility for failures 
 

HUMILITY 
 

Humility is the opposite of arrogance and narcissism.  It means recognizing that you are not 
inherently superior to others, and consequently that they are not inferior to you.  It does not 
mean diminishing yourself, nor does it mean exalting yourself. 
 
Humble leaders simply recognize all people as equal in value, and not what their position 
does to make them superior. 
 

  OPENNESS 
 

Openness means being able to listen to ideas that are outside one’s current mental models, 
being able to suspend judgment until after they hear someone else’s ideas. 
 
An open leader listens to people without trying to shut them down early, which demonstrates 
care and establishes trust.  Openness also treats other’s ideas as potentially better than the 
status quo.  In this Age of Technology, the ability to openly consider alternatives is an 
important skill. 
 

  CREATIVITY 
 

Creativity means thinking differently, being able to get outside the box and take a new, 
different viewpoint on things.  The creative leader sees opportunities and trends that others 
have not seen or even imagined. 
 
Managers have subordinates, leaders have followers….. the following table summarizes the 
differences between being a Leader and being a Manager.  This is, of course, an illustrative 
characterization and there is an entire spectrum and range of each role.  In the staffing 
profession many individuals lead and manage simultaneously, therefore, you may display a 
combination of these behaviors. 
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DIFFERENCES BETWEEN MANAGERS AND LEADERS 

SUBJECT LEADER 
 
MANAGER 
 

Essence Change Stability 

Focus Leading People Managing Work 

Have Followers Subordinates 

Horizon Long-Term Short-Term 

Seeks Vision Objectives 

Approach Sets Direction Plans Details 

Decision Facilities Makes 

Power Personal Charisma Formal Authority 

Appeal To Heart Head 

Energy Passion Control 

Dynamic Proactive Reactive 

Persuasion Sell Tell 

Style Transformational Transactional 

Exchange Excitement for Work Money for Work 

Likes Striving Action 

Wants Achievement Results 

Risk Takes Minimizes 

Rules Breaks Makes 

Conflict Uses Avoids 

Direction New Road Existing Roads 

Truth Seeks Establishes 

Concern What is Right Being Right 

Credit Gives Takes 

Blame Takes Gives 
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 When you are reviewing the chart above, remember that often as your company's leader  you wear 
several hats including: Owner, bookkeeper, Purchasing agent, Communications tech, Manager, 
Leader, Candidate Generator and Visionary just to name a few.  It is important to your success and the 
success of your business that you segment a specified timeframe every week to work ON your 
business vs. in your business. It is just as important to be aware of the leadership qualities and skills 
you need to fine-tune in order to align yourself with the goals you have set for your company. 
 
In the staffing profession it is important to develop an OUTSIDE/IN approach to being an  
owner/manager. You need to see your company through the eyes of our: 
 

1.          Clients  
2.          Staffing teams 
3.          Corporate management team 
4.          Candidates 

 
The most important decision we make as an owner is WHO.  WHO is on your bus and where are they 
sitting.  A great leader is in tune with the skills and talents of the people on their team and utilizes 
them where it is mutually beneficial. 
 
Even if you do not have employees, without leadership your business would go in a circle and 
eventually fail.  It’s not having a follower that defines leadership. Leadership is a winning combination 
of personal traits and the ability to think and act as a leader.  Anyone can be a leader, even if the 
person they’re leading is himself or herself.  Leadership skills need to be adapted, fine tuned and 
continually improved upon. 
 
Following are the 5 Keys to fine tuning your leadership abilities: 
 
  A LEADER PLANS 
 

Top Leaders in the staffing profession plan in order to elevate their level of success.  The core 
of leadership is being proactive rather than reactive. 

 
  A LEADER HAS VISION 
 

Vision is essential to strong leadership.  If you don’t know where you’re going; you won’t 
know when you get there!  Your leadership vision should embody yours and the company’s 
dreams, goals and passions. 

 
  A LEADER SHARES THEIR VISION 
 

When speaking with many owners of staffing companies who lost their business in past 
economic downturns, one commonality was that their team had NO IDEA what they were 
attempting to build. Sharing your leadership vision will help your vision grow and your 
leadership skills develop.  As you demonstrate your own belief in your vision, you and your 
team will strengthen your determination to make your leadership vision become reality.  You 
will also gain the respect of your team, and you will all work together for a common goal! 
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  A LEADER TAKES CHARGE 
 

Once you have created your leadership vision, put together your plan and share this 
information with your team.  You need to act.  Monthly and weekly action Items will keep 
you on track and prepare you to respond to any crisis.   Your leadership abilities are put to the 
test when problems occur.  It is critical that you become very solution vs. problem oriented. 
 

  A LEADER INSPIRES THROUGH EXAMPLE 
 

Becoming a leader isn’t easy because it takes a conscious commitment and consistent effort 
to develop effective leadership abilities.  Anyone who is willing to make the effort can learn 
to lead.  Never underestimate the impact you have on the individuals you lead.  They will look 
to you for guidance, they will watch what you do and say, and eventually will want to develop 
their own leadership abilities. 
 

  The next chapters in  this Owner Manual will guide you by giving you the necessary tools to 
 developing the Leadership skills you need to help you get your Firm to reach its fullest 
 potential. 
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Chapter Two: How to work a desk and manage your business/ recruiters 

 

This chapter is going to focus on the challenge of simultaneously and effectively working a desk and 

managing.  This training is directed at the Working Owner/ Manager who is responsible for 

generating their personal production as well as management responsibilities.  If you are an owner/ 

manager or a manager as a result of your past success or because you were a Top Producer, you now 

face an entirely new set of challenges.  This chapter outlines four cornerstones of the successful 

working manager and will help you master your two full-time jobs! 

To Enroll In Our Owners Training, Please Click Here 

 

 

 

http://placementuniversity.com/owners/

