Example of Self-Assessment Materials Delivered By Author

Creating Personal Presence Self-Assessment

By Dianna Booher

Author’s Welcome

Personal presence proves difficult for many people to define. This assessment identifies precise skills, physical traits, talents, attitudes, habits, and actions that characterize someone whom others generally agree has “presence.”  In other words, as you measure and master these specifics, presence becomes do-able.

If you’re a student of professional development, you know that the first step in making change is deciding where you are and where you want to go.  That is, to improve yourself in any undertaking you have to develop awareness of what needs changing, set a goal, and develop a plan. This assessment aims to help you in all three stages of growth.

Below you will find instructions for thinking about and responding to 27 statements that describe yourself to some degree.  After completing the assessment, you’ll see a composite profile about your personal presence and the influence you typically have on others, along with suggestions to increase that impact and expand that influence.

You may be thinking, “Wouldn’t it make more sense to ask other people—like my clients, my boss, my peers, or my friends—to assess my presence?”  Well, yes and no.  Let me explain:  

It’s true that presence is about perception—what others think of you.  So others definitely have strong opinions about you:  For example:  Your physical appearance.  About how clearly you think on your feet and respond to their questions.  About how well you follow through on your commitments.  

On the other hand, others can’t tell how stressed you are when you have to think on your feet to answer their questions.  Others don’t know your motivations or intentions when you do or don’t know follow through on a commitment.  Others can’t always tell what’s fake and what’s real about your emotions and how you interact with them.  And even if others could read your attitudes, emotions, and actions accurately, their biases enter into any assessment they would do of you.

The best of all worlds is for you to have a trusted mentor, a boss, and a couple of peers to complete this assessment as they see you.  (They would simply substitute “he/she” for “I” and respond to each statement as it describes you.)   Then you can compare their results to yours for a complete picture of how others see you.

You can take this assessment 5 times.  So if you choose to send the link to others and have them complete the assessment on you, you could take the assessment now, send it to 3 other people, and then retake the assessment again yourself six months or a year later to measure improvement—all for the same initial price.

Congratulations on taking this exciting and courageous next step of awareness and growth in your personal development!

Dianna Booher

Instructions

Read each pair of opposing statements on the left and right below and rate yourself on the 1-6 scale as the two statements apply to you.   If the statement on the left very closely describes you, give yourself a 1.  If the opposite statement on the right very closely describes you, give yourself a 6.  If you fall somewhere between those two extremes, rate yourself either a 2, 3, 4, or 5, depending on where along the continuum you fall.  

Your answers will be automatically tabulated by the assessment program. They will be presented to you on a graphic depicting the four areas of presence described in the companion book, Creating Personal Presence: Look, Talk, Think, and Act Like a Leader. 

Your individual profile is for your personal use. As mentioned in the “Welcome” section, you may decide to share your link with others whose opinion you respect. Explain to them that they’ll simply substitute “he/she” for “I” in each pair of opposing statements and respond to them as they think those statements describe you.  Then have them send their results to you for comparison.

With results (your own and possibly that of other trusted colleagues and mentors), you can then make choices about whether you want to modify how you look, talk, think, and act to increase your impact and expand your influence.

Profile of Your Personal Presence

	Low Impact
	                                        High Impact

	
	

	How You Look

	I pay very little attention to dress. In my opinion, there are many more important things in life.
	1
	2
	3
	4
	5
	6
	Dress is very important because it communicates a message. I always dress as well as I can afford.

	Grooming (haircut, hairstyling, nails, hygiene, polished shoes, buttons sewed on, accessories, makeup)  is something I do if I have the time.
	1
	2
	3
	4
	5
	6
	I consider good grooming (haircut, hairstyling, nails, hygiene, polished shoes, buttons sewed on, accessories, makeup)  essential to look my best.

	My posture is often “laid back.”  I often catch myself leaning on one foot or slumping my shoulders.
	1
	2
	3
	4
	5
	6
	My posture always looks energetic and alert.  My weight is balanced on both feet. My shoulders and trunk are erect, but not rigid. I always feel and look energetic, comfortable, and confident.

	I try to keep my facial      expression neutral or      “blank.” 
	1
	2
	3
	4
	5
	6
	My facial expression “connects” with my words. I’ve been told that I “talk with my eyes.”

	I use very few gestures when speaking.
	1
	2
	3
	4
	5
	6
	I often use gestures to “package my ideas” when I speak.

	I  use small gestures close to my body.  Most are very similar.
	1
	2
	3
	4
	5
	6
	I use big, sweeping gestures away from the trunk of my body.  My gestures are varied.  They link closely to what I’m saying, often making a visual picture for my listeners.

	My workspace, tools, and business accessories frequently look disorganized,  mismatched, and inappropriate for the job.
	1
	2
	3
	4
	5
	6
	My workspace, tools, and business accessories present a professional image. They look organized and appropriate for the job.

	How You Talk

	I feel uncomfortable “small-talking” with both colleagues and people I don’t know well.
	1
	2
	3
	4
	5
	6
	It’s easy for me to “small-talk” with colleagues and people I don’t know well. In fact, I enjoy it.

	Precise diction and proper grammar are unimportant to me. 
	1
	2
	3
	4
	5
	6
	I articulate well and never use improper grammar.



	I speak in a monotone—or so I’ve been told.
	1
	2
	3
	4
	5
	6
	My speaking patterns vary to emphasize key ideas and add interest:  speaking rate, volume, inflection, pausing.

	I often use technical jargon in conversation and in presentations—even when nontechnical people are in the group. It’s just a habit.
	1
	2
	3
	4
	5
	6
	I strive never to use jargon in conversation and in formal presentations.

	I often give the “downside” on things. I believe in being a realist.
	1
	2
	3
	4
	5
	6
	I acknowledge negative situations, but I focus on positive alternatives.

	I often react emotionally: get angry, lose my temper, speak harshly, accuse others, pout, withdraw, or hold grudges.  
	1
	2
	3
	4
	5
	6
	I monitor and control my emotional reactions well. I rarely get angry, lose my temper, speak harshly, accuse others, pout, withdraw, or hold grudges.  

	I feel that often I don’t get my point across in conversations or meetings. Either people interrupt me, ignore what I say, don’t listen, don’t care, or just don’t understand what I’m trying to say.
	1
	2
	3
	4
	5
	6
	It’s rare that I don’t get my point across in conversations or meetings.  I know what I intend to say, and I manage to hold the floor until I say it or find a way to bridge from one topic to another until I can deliver my point.

	How You Think

	 I typically focus on tactical issues:  short-term concerns and tasks, how to get things done, doing things right.  I focus on who’s doing what and when. I often have many “balls in the air.”
	1
	2
	3
	4
	5
	6
	I typically focus on long-term goals, opportunities, or problems. The “why we need to do certain things” particularly interests me.  I focus on the overall vision, structure, and roadmap to achieve a goal.

	I like to have a lot of incoming information to keep informed, and in turn I send people a lot of information.
	1
	2
	3
	4
	5
	6
	I strive to unclutter my life and focus on the most significant information for myself and others.

	I have difficulty summarizing information and ideas succinctly.
	1
	2
	3
	4
	5
	6
	I find it easy to summarize extensive information in a brief paragraph or sentence.

	When I make a presentation, I prefer to present all sides of an issue or situation and leave it to my audience or boss to draw conclusions and determine a course of action.
	1
	2
	3
	4
	5
	6
	When I make a presentation, I always clearly state my conclusions and recommendations upfront so that the audience or my boss knows where I stand on the issue or situation.

	In presentations, I rarely use stories, analogies, metaphors, or slogans to make my points.
	1
	2
	3
	4
	5
	6
	In presentations, I often use stories, analogies, metaphors, and slogans to make my points.

	I don’t think well on my feet when responding to questions, stating an opinion, or speaking impromptu. I feel that I ramble in a disorganized manner and that the point is often unclear.
	1
	2
	3
	4
	5
	6
	I think well on my feet when responding to questions, stating an opinion, or speaking impromptu.  That is, I express myself in a clear, concise, compelling manner.

	How You Act

	I don’t “connect” easily and naturally with others. I rarely take the lead in approaching others at social events. Often, I catch myself not really listening to them or being concerned about what interests them.  Empathy is definitely not my strong suit.
	1
	2
	3
	4
	5
	6
	I engage with others easily and naturally, often approaching others at social events rather than waiting for them to approach me.  I find it easy to listen to others and empathize with them about their concerns.  

	I feel superior to most people and have very little in common with the average person. 
	1
	2
	3
	4
	5
	6
	I feel confident and capable, but still think I can learn a lot from others.

	The “rules” of business etiquette (dining, introductions, thank-you gifts and notes, common courtesies) make no difference to me.  I do what feels comfortable to me.
	1
	2
	3
	4
	5
	6
	I’m aware of and follow the basic rules of business etiquette (dining, introductions, thank-you gifts and notes, common courtesies) in most all situations.  I consider such skills and good manners essential.

	  I am serious most of the time. I rarely tell jokes or stories or engage in playful banter.  I am not comfortable with jokes and teasing at my own expense.
	1
	2
	3
	4
	5
	6
	I often tell jokes and stories, and frequently use self-effacing humor. I often tease both friends and others. In most situations, I can find a little humor.



	Those who know me very well often point out inconsistencies in what I say and what I do.  If truth be known, I don’t always “live” the values I claim to hold.
	1
	2
	3
	4
	5
	6
	I consider myself to have a strong sense of integrity. The values that I say I believe in are those I practice in my real life.  In other words, my life and actions match my words.

	I look at life “the way it is,” and that’s often not very positive. I believe in calling things as you see them and refuse a Polly-anna view of the world.
	1
	2
	3
	4
	5
	6
	I generally maintain a positive attitude in most all situations.

	It’s difficult for me to admit or own up to mistakes or negative situations.  I rarely apologize or take responsibility to correct such situations.
	1
	2
	3
	4
	5
	6
	When I make mistakes, I own up to errors or problems.  I apologize and take responsibility to correct a situation. I consider it my responsibility to deliver results.


Answer Summary

(Display scores with this graphic, using only words on the left side of the funnel. Omit bulleted points. Put the question numbers 1-27 within each of the 4 categories (shown in a different color on the funnel).  Then give the numerical rating of their answer beside each question.  Then show a total score for each of the four categories (could position that composite score underneath the 4 big words: Look, Talk, Think, Act.  This funnel will “work” in that although the “Act” (most important) is thinner, it is also taller than the “Look” (less important).

Look:  “You scored X out of a possible 42.”

Talk:  “You scored X out of a possible 42.”

Think: “You scored X out of a possible 36.”

Act:  “You scored X out of a possible  42.”
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Interpreting Your Profile

Keep in mind the following points when interpreting your profile results.

Consider your score in light of the total potential score: the higher your total score, the higher your total impact.  But keep in mind that all four dimensions are not equally important to all people.  Also keep in mind that some components (how you look or talk) are more quickly observable than others (how you think and how you act).  Therefore, while those components (look and talk) may be less important to more people, they are observed by more people on more occasions.

Consider how you answered each question. If you rated yourself primarily thinking about how you look, talk, think, and act in only certain situations (for example, during sales presentations to senior decision makers), then the profile reflects only your tendencies in those situations with those people.  If your ratings reflect how you look, talk, think, and act with a range of people in various situations, then the profile reflects your personal presence more broadly.

This profile reflects the degree of your self-awareness.  The stronger your self-awareness, the more accurate your profile will be.  Some things mentioned in the assessment you know for certain such as your feelings or thoughts (examples: “I feel superior to others…” or “I feel confident or uneasy when …”).  On other items/situations, you may lack awareness (examples: “I use proper grammar.”  Or:  “My facial expressions are blank.”  Or: “I talk in a monotone.”)  Your profile will reflect be accurate only so far as your awareness of your own body language, voice, or skills. 

Your profile ratings may be similar or different from how others perceive your presence.  Your picture will be more complete as you compare your results to the results provided by others you may ask to complete the assessment on your behalf.  If you decide to ask for their perceptions on these 27 items, this feedback will give you a “reality check” about how others see you.

Keep in mind that if you ask others for their perceptions/ratings, you will need to give these trusted advisors or colleagues “permission” to be totally honest with their ratings as a means to help you on your personal growth plan. 

(Note to developers:  The following scoring information can be displayed inside the color “funnel” graphic, with the test-takers score on each of the 4 components appearing in each section.)
Look Component

	Low Impact:   7
	High Impact:  42

	Little or no attention to dress

Little or no attention to personal grooming

Posture and body language reflective of low
      energy

Looks ill at ease and uncomfortable

Blank, neutral, or negative facial expression

Uses gestures sparingly

Small, random, often meaningless gestures

Disorganized, inappropriate work space 
       and tools
	Well dressed

Attentive to grooming and appearance

Energetic posture and body language

Looks alert, comfortable, and confident

Expressive face that “connects” to words

Uses big, sweeping gestures often

Gestures with intention to package ideas

Organized and appropriate work space and
        tools 



	Your Score:   ______________


Talk Component

	Low Impact:   7
	High Impact:  42

	Uncomfortable “small-talking” with strangers

Pays little or no attention to precise diction and
            proper grammar

Often uses jargon—even with nontechnical
      people

Has difficulty getting a point across in
          meetings or conversations

Speaks in a monotone, reflecting low energy

Frequently gives the “downside” on issues

Difficulty controlling emotions

Loses temper often; easily angered

Speaks harshly

Pouts, withdraws when upset

Holds grudges when hurt or offended


	Comfortable small-talking with most everyone        

Uses precise diction and proper grammar

Avoids using jargon in conversation or 
        presentations; wants to be clear to all

Articulate; skilled in making a persuasive point

Assertive in “holding the floor” during
         conversation

Uses direct, truthful communication

Acknowledges negative situations, but 
         generally maintains a positive outlook

Monitors and controls emotional reactions well

Rarely gets angry, displays bad temper, or 
           speaks harshly

Forgives easily and moves forward




	Your Score:   ______________


Think Component

	Low Impact:   6
	High Impact:  36

	Focuses on short-term issues and tasks

Concerned with how things get done vs. why
Wants to do things right

Often has “many balls in the air”

Likes lots of incoming information to stay
      informed
Sends lots of information to others

Has difficulty managing so much information

Has difficulty summarizing information/ideas

Prefers to present all sides of an issue, leaving
     audience/boss to draw conclusions
Uses data and facts in formal presentations
     more often than stories, metaphors, or 
    analogies

Doesn’t think well under pressure Communicates in a disorganized, rambling
    manner when responding to questions or in
    other impromptu situations


	Focuses on long-term goals, opportunities,
       issues, and problems

Visionary

Sets goals and a roadmap to achieve them

Concerned with why do certain things vs. how
Focuses on significant priorities; refuses to
     clutter life or time with low-priority tasks

Synthesizes and summarizes information well

States clear conclusions and recommendations
     upfront in formal presentations

Uses stories, analogies, metaphors, and slogans
     often to make a point memorable

Thinks well under pressure in impromptu
     situations

Responds clearly and crisply to questions

Articulates opinions and issues in a clear,
     concise, compelling manner



	Your Score:   ______________


Act  Component

	Low Impact:   7
	High Impact:  42

	Doesn’t “connect” easily with others

Not a good listener

Fails to show concern or interest in others

Arrogant

Concerned with personal comfort and ease
       more than “good manners and rules”

Serious demeanor most of the time

Rarely demonstrates a sense of humor

Inconsistencies between words and actions

Has difficulty following through on
      commitments

Prides self on being a “realist”

Often takes a negative point of view

Rarely admits mistakes

Shuns accountability for results 


	Engages with others easily

Listens well to others

Empathizes with others’ concerns

Shows interest in the interests of others

Courteous, considers good manners important

Confident, yet has a learner’s attitude

Has a good sense of humor

Use self-deprecating humor frequently

Demonstrates a strong sense of integrity

Follows through on commitments

Express strong values and practices those same
        values consistently (words and actions
        match)

Generally takes a positive point of view

Readily admits mistakes or problems

Offers apologies when at fault

Accepts responsibility to deliver results to
     correct a situation



	Your Score:   ______________


FAQs

Am I the best person to be assessing my own presence and influence?

Maybe.  Maybe not.  Presence is about perception—what others think of you.  So others definitely can give you a definitive answer about what they think of you. But of course their biases enter into any assessment they would do of you.  That’s why it’s good to measure yourself against the characteristics that a very large group of people say constitute a strong personal presence.

On the other hand, you know yourself very well—particularly regarding the less observable characteristics of personal presence (emotions, integrity, concern, genuineness, humility).

As I mentioned in the “Welcome” section of this assessment, the best of all worlds is for you to have several people (a trusted mentor, a boss, and a couple of peers) to complete this assessment as they see you.  (They would simply substitute “he/she” for “I” and respond to each statement as it describes you.)   Then you can compare their results to yours for a complete picture of how others see you.

They will be giving you input as to how they perceive you.  You will know what you think, what you feel, and how you act better than anyone else.  With both points of view—those who observe you and your own—your assessment will, no doubt, be based on more solid evidence.

Is a strong personal presence really necessary for leadership?  

No.  There are notably strong leaders who have low impact as individuals.  Generally, despite their lack of personal presence, they succeed as leaders for either of three reasons: 1) They surround themselves with others who do have a strong personal presence and represent them to the public.  2) They excel technically (financial wizard, creative inventor, marketing guru) to such a degree that people follow them for this reason.  3)  The economic or political times force them into a leadership position when a void of other leadership exists.

That said, if such effective leaders could increase their personal presence as well as maintain their already considerable skills and talents, consider what more they could accomplish.

Is personal presence all about power and manipulation?

Personal presence can be used for either noble or selfish goals.  Mother Teresa had tremendous personal presence, which she used to serve others her entire life.  On the other hand Bernie Madoff used his personal presence to persuade hundreds, if not thousands, of people to invest their entire life savings with him and manipulated one group against another to pull off the biggest Ponzi scheme in U.S. history.  Personal presence is neutral.  Only you can determine how you intend to use the influence derived from its impact.  (For a further discussion of this issue, please refer to the Introductory chapter of the companion book, Creating Personal Presence:  Look, Talk, Think, and Act Like a Leader.

If someone or some group has already determined that I have low credibility for whatever reason, and then I work to increase my presence over time, how can I change their perception of me?

Increase your exposure.  Create more opportunities to become visible to more people on more occasions.  Make it your goal to create opportunities for them to change their mind about you by seeing you in a different light and in different roles doing more things well.   Attend more receptions where you’re interacting confidently with people at all levels. Give more presentations to larger groups.  Write more high-level reports, white papers, or industry articles for them to have access to your thinking.  Contribute brilliant ideas at meetings—clearly and crisply. Put the new you in the spotlight, and let the word travel.

Are all four categories (look, talk, think, act) equally important?  

That’s another “yes and no” question.   Consider the funnel diagram again—either in your report of the assessment results or in the companion book, Creating Personal Presence:  Look, Talk, Think, and Act Like a Leader.  The ACT component (who you are—your core values) serves as the foundation for all else and drives how you think, talk, and even look (how you dress, stand, walk, gesture).  

Yet, how you look is what people observe first upon meeting you (or how you talk, if they are meeting you by phone).  So in one sense, you might say that LOOK is most important because it either “opens the door” or “closes the door” in many situations without your even knowing about those opportunities.  

Where should I start to work first to make the most significant improvements?

Your choice will often depend on your particular reason for making changes.  What I can tell is which sections are the easiest to master and which changes, once made, are the most easily observable:

The LOOK section will be the easiest to change: Improve your dress and body language (posture, gesturing, movement) and people will notice within a few days.  Read the book, get in front of a mirror, experiment, and practice. If necessary, get a coach or attend a class, and you’ll see results within a day or two.

The THINK section will be the next easiest to change:  Again, read the book to pick up these key principles that you can put into practice immediately.  

The ACT section will take the most concentrated effort to change because these principles involve core values, habits, and personality traits developed over a lifetime.  You’ll probably want to tackle each of these principles as a “goal for the month.”  And of course, these traits, habits, and attitudes will be less noticeable to others in a short period of time.  Colleagues will realize change only as they observe you over time.

Author’s Closing Statement

Thank you for taking this assessment.  I trust that it has expanded your insight into the many characteristics of personal presence and made that broad concept practical and do-able.

If you have completed this assessment prior to a workshop, you’ll have an opportunity to ask additional questions during the session.  If you’ve take the assessment at the request or referral of a friend or colleague, I encourage you to refer to the companion book, Creating Personal Presence: Look, Talk, Think, and Act Like a Leader, for more in-depth elaboration on any of the concepts mentioned here.

Remember that your purchase of this assessment allows you to take it up to five times within a year.  I suggest that you work on a development plan for a couple of months, then retake the assessment, and see what changes you’ve made.  Then continue to repeat that process of concentrated effort on a goal and practice and then retake the assessment again.  The repeated process of re-assessing will keep the checklist of skills, attitudes, traits, and habits in front of you as you grow.

If your score turns out to be lower on a particular retake, don’t be overly concerned that you are “regressing.”  Consider this:  Your standards are probably becoming higher!  That is, as you rank yourself on each of the descriptive statements, what you first considered “well done” may no longer be “well done” by your increased awareness and the higher expectations for yourself.   Nevertheless, the benefit will be the same:  You will continue to advance toward your goal of increased personal presence and influence. 

Congratulations once again on your decision to change many small things to make a big impact.
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