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This document is an ideal introduction to a new organization or team member. I highly recommend using it when starting a job, but it's helpful in any team-building situation.

When writing this document, share your values, communication style, preferences—and your quirks. Don’t be afraid to show your personality, too. You can include a favorite quote, your role models, or a visual. All of these prompts are only suggestions, so do whatever works best for you. This is your opportunity to help your new team thrive under your leadership by understanding who you are and how to work with you. A bit more background on each one:

My Style/Approach

How would you describe your working or leadership style? You may want to include your

expectations of yourself and your team.

What I Value/My Philosophy/My Why

Tell your team what is important to you: Your values reflect who you are. Think about the experiences and aspirations that define you. If you have ever spent time crafting your why statement, your team will benefit from knowing yours, as it illustrates your motivation and purpose.

You Get the Best of Me When…

Are you a morning person or do you need two cups of coffee before you start your workday? Do you prefer to make decisions in hallway conversations or formal meetings? Be clear on what works best for you, so your team can maximize their interactions and time with you.

How Best to Communicate With Me

Everyone has a preferred way of communicating. Clearly indicate what works best for you, so your team doesn’t have to guess. (Hint: They will probably guess incorrectly.)

How to Help Me

Are you the kind of boss who needs data or relies on intuition? Are you someone who wants the full story or just the synopsis? Let your team know what you need to be successful.

What People Misunderstand About Me

Your authority amplifies your actions. Everything you do or say as a leader is being watched by your team. Furthermore, there may be something that worked for you as an individual contributor that doesn’t translate the same way now that you are a manager.
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