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& ACCOUNTABILITY
SKILLS



Introduction
Teams rarely fail because people lack talent. They fail because ownership is unclear,
commitments are vague, and nobody feels answerable for the gap between plan and
outcome. This Personal Effectiveness & Accountability Skills Training Course builds the
habits that close that gap. Learners study goal setting, self-management, ownership
language, and the disciplines that turn intentions into delivered work. Furthermore, the
course covers responsible reporting, learning from mistakes, and holding others to agreed
standards without friction. As a result, participants take clear ownership of their work, follow
through reliably, and become the colleagues others depend on.

Personal Effectiveness & Accountability Skills Course
Objectives
- Set goals using the SMART framework and implementation intentions.

- Build self-management routines with time blocking and priority control.

- Apply the locus of control concept to shift from blame to ownership.

- Use accountability language that separates commitments from excuses.

- Establish personal KPIs and progress tracking methods.

- Practise the GROW coaching model for self-review and peer support.

- Give and receive feedback using the SBI (SituationBehaviorImpact) model.

- Apply the RADAR method: recognize, anticipate, deliver, adjust, report.

- Own mistakes and run structured lessons-learned reviews.

- Hold others accountable through agreed standards and follow-up discipline.



Course Methodology
This course combines short lectures with applied personal planning. Participants build a
personal effectiveness system around their real workload, keep an accountability journal,
and run peer coaching pairs. Trainers use case studies, role-play for difficult conversations,
and structured reflection. Group feedback reinforces follow-through. In addition,
participants design a 30-day accountability plan with measurable commitments.

Who Should Take This Course
- Professionals who need to deliver reliably under pressure

- Team leaders building accountability within their groups

- Employees preparing for greater responsibility

- Project staff tracking multiple commitments

- Sales and client-facing staff managing promises made

- Anyone who wants to move from intentions to consistent delivery

- Professionals recovering from a period of missed commitments

Personal Effectiveness & Accountability Skills Course
Outlines

Day 1: Foundations of Personal Effectiveness
- What personal effectiveness means in practice

- Self-awareness, strengths, and blind spots

- Time audit and where effort actually goes

- Priority setting with the Eisenhower Matrix



- Goal setting with SMART and implementation intentions

- Managing energy, focus, and motivation

- Personal effectiveness baseline assessment

Day 2: Ownership and Accountability Mindset
- Locus of control: internal versus external

- Blame, excuse, and denial patterns at work

- The accountability ladder: from victim to owner

- Ownership language and commitment phrasing

- Distinguishing responsibility from accountability

- Managing perfectionism and fear of failure

- Ownership reflection practice

Day 3: Planning, Tracking, and Delivery Discipline
- Weekly planning with time blocking

- The RADAR method: recognize, anticipate, deliver, adjust, report

- Personal KPIs and progress dashboards

- Managing interruptions and protecting commitments

- Buffer planning and realistic estimation

- Written commitment registers and follow-up

- Tracking practice with peer review

Day 4: Communication, Feedback, and Difficult
Conversations
- Clear commitment conversations with managers and clients



- The SBI model for constructive feedback

- The GROW model for self-review and peer coaching

- Reporting progress honestly, including bad news

- Saying no and renegotiating commitments professionally

- Handling accountability discussions without defensiveness

- Role-play with recorded feedback

Day 5: Learning, Resilience, and Sustained
Accountability
- Owning mistakes and running lessons-learned reviews

- Root cause reflection with the 5 Whys

- Recovering from missed commitments and rebuilding trust

- Holding others accountable through agreed standards

- Accountability partnerships and peer support

- Personal 30-day accountability plan

- Final assessment and commitments session

Conclusion
By successfully completing Personal Effectiveness & Accountability Skills, participants will
gain a practical understanding of how ownership, planning discipline, and honest
communication combine to produce reliable delivery. They will be able to set goals that
stick, track commitments, report progress transparently, learn from mistakes, and hold
others to agreed standards constructively. In addition, they will know how to rebuild trust
after a missed commitment. Gentex Training Center designed this course so that learners
return to work with habits that make their follow-through dependable.



FAQs

Q1  What is the "Personal Effectiveness &
Accountability Skills" course about?
It builds the habits behind reliable delivery: clear goal setting, self-management, ownership
thinking, progress tracking, and honest reporting. Participants work on their own
commitments through practical planning, reflection, and peer coaching.

Q2  What are the key benefits of the "Personal
Effectiveness & Accountability Skills" course?
Participants deliver on their commitments more consistently, reduce missed deadlines and
last-minute escalation, and handle mistakes without defensiveness. They also gain
credibility with managers and clients, communicate progress honestly, and become the
people colleagues trust to follow through.

Q3  What skills will I gain from the "Personal
Effectiveness & Accountability Skills" course?
You will gain goal setting and self-management, ownership and accountability thinking,
commitment tracking and delivery discipline, and constructive feedback and progress
communication. These four skills combine to make your performance predictable and
trustworthy.



Q4  What tools, methods, or standards are covered in
the "Personal Effectiveness & Accountability Skills"
course?
The course covers the SMART goal framework, implementation intentions, the Eisenhower
Matrix, time blocking, the locus of control concept, the accountability ladder, the RADAR
method, the SBI feedback model, the GROW coaching model, and the 5 Whys for root cause
reflection.

Q5  How is the "Personal Effectiveness & Accountability
Skills" course applied in real-world practice?
Professionals apply it in weekly planning, project commitments, client promises,
performance reviews, and cross-department handovers. The methods transfer to any role
where reliability and clear ownership determine whether work is delivered as promised.


