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Organizations today are rapidly evolving and as a result, coaching and developing employees is essential for
success.

The information presented is based on responses to an assessment in which the participant was required to select
and rank order different statements.

The results presented here can be considered a snapshot of who that person is today, and the behaviors they are
more or less likely to use on the job.

REPORT OVERVIEW

REPORT CONTENT

This report is designed to help
you coach others regarding their
unique approach to work and
further delineate their
development.

The lists provided can help
provide “real-time” coaching
suggestions.

The format indicates the areas in
which this person’s growth
opportunities require the need for
support, and you are encouraged
to document any actions taken.

Performance Drivers:

Important elements related to performance.

Themes to guide the conversation regarding improvement.

Talking Points:

Action Items:

More specific, execution-oriented suggestions.

Area to list the date, action description, and steps taken.

Coaching Activity Log:

RECOMMENDATIONS
Please consider the following when reviewing this report.

You are in a unique position to help this person develop in relation to their existing job duties, as well as
those that may be encountered at the next level.

•

• You will want to thoughtfully consider the results presented and think through the specifics of how they
apply to this person/role.

• The results reflect what the person indicated about themselves and are accurate to the extent that they
were thoughtful and honest in their responses.
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Remain calm and poised in my thoughts and emotions, even during stressful
situations.

Stress Tolerance

Collaborate with coworkers and display a pleasant, supportive approach to
them.

Cooperation

Maintain my composure and avoid unexpected outbursts or agitated
behavior.

Self Control

Take care of details and emphasize thoroughness in completing my
responsibilities.

Attention to Detail

Fulfill obligations and agreements in a reliable, responsible, and dependable
manner.

Dependability

Conduct myself in a principled and authentic manner, even when it is
inconvenient.

Integrity

To help you provide effective coaching suggestions when opportunities arise, use this
checklist to prioritize feedback and document when you’ve acted to support the
participant.

COACHING CHECKLIST Tracy Hafner / Work Style Assessment

PRIORITY KEY

DEVELOP

PERFORMANCE DRIVERS

= = =REFINE MAINTAIN
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COACHING RESOURCES Tracy Hafner / Work Style Assessment

Integrity Conduct myself in a principled and authentic manner, even when it is inconvenient.

Think through each talking point relative to the participant’s specific role and share examples of behaviors that underlie success.
Help the participant contextualize and specify the steps they can take to develop in each area.

Talking Points

Action Items

1. Leading by example:

Integrity requires leading by example. Encourage your coachee to model ethical behavior and to be a positive
influence on their colleagues. Suggest strategies such as being honest and transparent in all communications,
taking responsibility for mistakes, and holding themselves and others accountable to high ethical standards.

2. Understanding values:

Integrity also requires a deep understanding of personal and organizational values. Encourage your coachee to
identify their own values and to align those values with the values of the organization. Suggest strategies such
as participating in training or workshops on values alignment, seeking out opportunities to reinforce and
practice ethical behavior, and being a role model for others.

3. Making ethical decisions:

Integrity requires making ethical decisions, even in difficult situations. Encourage your coachee to develop a
framework for ethical decision-making, and to practice using that framework in real-world scenarios. Suggest
strategies such as role-playing ethical dilemmas, seeking out guidance from mentors or coaches, and practicing
active listening and empathy in difficult conversations.

4. Building trust:

Finally, integrity requires building trust with colleagues and stakeholders. Encourage your coachee to prioritize
building and maintaining strong relationships, and to be consistent and reliable in their actions and
communications. Suggest strategies such as being proactive in seeking out feedback and using that feedback
to improve, demonstrating a strong work ethic, and being transparent and open in communication. By
developing integrity at work, your coachee can build a strong reputation and establish themselves as a trusted
and respected member of the team.

1. Be honest:

Always tell the truth, even when it may be difficult. Avoid exaggerating or distorting the facts and be
transparent in your actions.

2. Keep your promises:

Keep your commitments and promises, and if you cannot fulfill them, communicate openly and honestly with
your colleagues and stakeholders.

3. Act with fairness:

Treat others fairly and with respect. Avoid favoritism or discrimination and treat everyone equally.

4. Uphold confidentiality:

Maintain confidentiality and protect sensitive information. Do not share information that is not intended to be
shared and respect the privacy of others.

5. Take responsibility:

Take responsibility for your actions and decisions. If you make a mistake, admit it and take steps to correct it.

6. Lead by example:

Lead by example and demonstrate the qualities that you want to see in others. Be respectful, honest, and
accountable for your actions.
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Dependability Fulfill obligations and agreements in a reliable, responsible, and dependable manner.

Think through each talking point relative to the participant’s specific role and share examples of behaviors that underlie success.
Help the participant contextualize and specify the steps they can take to develop in each area.

Talking Points

Action Items

1. Meeting deadlines:

One of the most important aspects of dependability is meeting deadlines. Encourage your coachee to prioritize
tasks and to set realistic deadlines for themselves. Suggest strategies such as breaking down large projects into
smaller tasks, using a planner or calendar to track deadlines, and seeking help or support when necessary.

2. Following through on commitments:

Following through on commitments is another key component of dependability. Encourage your coachee to be
honest and upfront about their capabilities and to only commit to tasks they can realistically complete. Suggest
strategies such as keeping track of commitments in writing, communicating clearly and transparently with
colleagues, and proactively seeking out feedback or assistance when necessary.

3. Being reliable:

Being reliable means being consistent and predictable in your work habits. Encourage your coachee to
establish a routine and to stick to it as much as possible. Suggest strategies such as arriving at work and
meetings on time, responding promptly to emails and messages, and being proactive in seeking out
information or resources needed to complete tasks.

4. Continuously improving:

Dependability also requires a commitment to continuous improvement. Encourage your coachee to seek out
feedback from colleagues and supervisors, to learn from mistakes, and to actively seek out opportunities to
develop new skills. Suggest strategies such as attending training or development sessions, reading industry
publications or blogs, and seeking out mentors or coaches to provide guidance and support. By continuously
improving their skills and knowledge, your coachee can become a more dependable and valuable employee.

1. Meet deadlines:

Make a commitment to meet deadlines and deliver work on time. Use calendars and scheduling tools to
manage your time effectively and avoid procrastination.

2. Communicate clearly:

Communicate your availability and limitations clearly with your colleagues and supervisor. If you need more
time to complete a task, communicate this early on and discuss ways to adjust the deadline or allocate
additional resources.

3. Follow through on commitments:

Honor your commitments and follow through on promises. If you make a commitment, ensure that you can
deliver on it.

4. Be accountable:

Take responsibility for your work and own up to any mistakes or errors. Don't make excuses or blame others
for your mistakes.

5. Be proactive:

Anticipate potential problems and take steps to address them before they become bigger issues. Offer
suggestions and solutions when you identify opportunities for improvement.

6. Be reliable:

Be consistent and reliable in your work. Show up on time, complete tasks thoroughly and accurately, and
maintain a positive attitude.

5/10

Questions? Contact us at (866) 4-DEGARMO or e-mail us at help@degarmo.com

© 2026 by DeGarmo. All rights reserved.



COACHING RESOURCES Tracy Hafner / Work Style Assessment

Attention to
Detail

Take care of details and emphasize thoroughness in completing my responsibilities.

Think through each talking point relative to the participant’s specific role and share examples of behaviors that underlie success.
Help the participant contextualize and specify the steps they can take to develop in each area.

Talking Points

Action Items

1. Developing a system:

One of the most effective ways to improve attention to detail is to develop a system for staying organized and
focused. Encourage your coachee to create a checklist or a to-do list to keep track of tasks, deadlines, and
important details. Suggest strategies such as setting reminders, breaking down tasks into smaller components,
and scheduling regular breaks to avoid burnout.

2. Double-checking work:

Another important aspect of attention to detail is double-checking work. Encourage your coachee to review
their work carefully, looking for errors, inconsistencies, or missing information. Suggest strategies such as
reading over documents multiple times, using spell-check and grammar-check tools, and asking a colleague to
review their work for them.

3. Practicing mindfulness:

Practicing mindfulness can help improve attention to detail by helping your coachee stay focused and present
in the moment. Encourage your coachee to practice mindfulness techniques such as deep breathing,
meditation, or yoga to help them stay calm, focused, and attentive to detail.

4. Seeking feedback:

Finally, encourage your coachee to seek feedback from colleagues or supervisors on their attention to detail.
Suggest strategies such as asking for constructive criticism, reviewing past mistakes to identify areas for
improvement, and seeking out training or coaching to develop new skills. By seeking feedback, your coachee
can identify areas for improvement and make the necessary changes to improve their attention to detail.

1. Develop a checklist:

Create a checklist of tasks to ensure that you don't overlook important details. Use the checklist to guide your
work and to ensure that you have covered all the necessary steps.

2. Take time to review:

Take the time to review your work thoroughly before submitting it. Check for spelling and grammatical errors,
ensure that data is accurate, and confirm that all requirements have been met.

3. Focus on the task at hand:

Eliminate distractions and focus on the task at hand. Avoid multitasking and concentrate on one task at a time
to ensure that you give it your full attention.

4. Use tools to help you:

Use tools such as software programs, apps, and templates to help you stay organized and focused. For
example, use a time tracking app to monitor your progress and ensure that you are meeting deadlines.

5. Develop a system for organizing information:

Develop a system for organizing information to make it easy to find and review later. Use folders, labels, and
tags to categorize information and make it easier to locate when needed.

6. Seek feedback:

Ask for feedback from colleagues, supervisors, and customers to gain insight into areas where you can improve
your attention to detail. Use this feedback to make adjustments to your work processes and to continue to
improve over time.
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Self Control Maintain my composure and avoid unexpected outbursts or agitated behavior.

Think through each talking point relative to the participant’s specific role and share examples of behaviors that underlie success.
Help the participant contextualize and specify the steps they can take to develop in each area.

Talking Points

Action Items

1. Identifying triggers:

Self-control requires identifying triggers that can lead to impulsive behavior or emotional reactions. Encourage
your coachee to reflect on situations that have led to loss of self-control in the past, and to identify patterns or
triggers that may have contributed to those situations. Suggest strategies such as journaling or meditation to
increase self-awareness and emotional regulation.

2. Developing coping strategies:

Self-control also requires developing coping strategies for managing difficult emotions or situations. Encourage
your coachee to develop a toolbox of coping strategies, such as deep breathing exercises, taking a break, or
reframing negative thoughts. Suggest strategies such as practicing mindfulness or cognitive-behavioral therapy
to develop these coping skills.

3. Setting boundaries:

Self-control also requires setting clear boundaries and prioritizing self-care. Encourage your coachee to
establish boundaries around work tasks, time management, and communication with colleagues. Suggest
strategies such as scheduling regular breaks or self-care activities, and saying no to tasks or requests that are
outside of their capacity.

4. Seeking support:

Finally, self-control requires seeking support from colleagues, mentors, or coaches. Encourage your coachee to
build strong relationships with colleagues, and to seek out mentorship or coaching when needed. Suggest
strategies such as scheduling regular check-ins or meetings, asking for specific feedback on areas for
improvement, and being open to constructive criticism. By developing self-control at work, your coachee can
improve their ability to manage their emotions, make rational decisions, and maintain professional
relationships.

1. Set boundaries:

Set clear boundaries for yourself and stick to them. This could include limiting distractions such as social media
or setting specific times for breaks.

2. Practice mindfulness:

Practice mindfulness and focus on the present moment. This can help you stay calm and focused, even in
stressful situations.

3. Take breaks:

Take breaks when needed to avoid burnout and maintain self-control. This could include taking a walk, doing a
breathing exercise, or engaging in a calming activity.

4. Prioritize tasks:

Prioritize tasks based on their level of importance and urgency. This can help you stay organized and avoid
feeling overwhelmed.

5. Develop coping strategies:

Develop coping strategies to manage stress and emotions. This could include practicing yoga, meditation, or
deep breathing exercises.

6. Seek feedback:

Seek feedback from colleagues or a supervisor on your work performance. Use this feedback to identify areas
for improvement and to develop strategies to improve your self-control.
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Cooperation Collaborate with coworkers and display a pleasant, supportive approach to them.

Think through each talking point relative to the participant’s specific role and share examples of behaviors that underlie success.
Help the participant contextualize and specify the steps they can take to develop in each area.

Talking Points

Action Items

1. Understanding others' perspectives:

To improve cooperation at work, it's important to understand others' perspectives and to be open to different
viewpoints. Encourage your coachee to practice empathy and to put themselves in their colleagues' shoes.
Suggest strategies such as active listening, asking questions to clarify others' perspectives, and considering
alternative viewpoints.

2. Building trust:

Building trust is essential for effective cooperation in the workplace. Encourage your coachee to be honest,
reliable, and transparent in their communication with colleagues. Suggest strategies such as following through
on commitments, being open and transparent in communication, and avoiding gossip or negative talk about
colleagues.

3. Resolving conflicts:

Conflicts can often arise in the workplace, but effective cooperation requires the ability to resolve conflicts in a
constructive manner. Encourage your coachee to practice active listening, to remain calm and professional in
conflicts, and to seek out win-win solutions that benefit all parties involved.

4. Collaborating effectively:

Finally, effective cooperation requires the ability to collaborate effectively with others. Encourage your
coachee to practice good communication skills, to be willing to compromise, and to be open to feedback from
others. Suggest strategies such as setting clear goals and expectations, identifying and leveraging each other's
strengths, and providing regular check-ins to ensure everyone is on the same page. By improving their ability
to cooperate effectively, your coachee can build stronger relationships with colleagues, increase productivity,
and achieve better results at work.

1. Build relationships:

Take the time to build positive relationships with your colleagues. Get to know them on a personal level and
learn about their strengths, interests, and work style.

2. Practice active listening:

Listen actively to your colleagues and try to understand their perspectives. Ask clarifying questions to ensure
that you have a clear understanding of their ideas and concerns.

3. Communicate effectively:

Communicate clearly and openly with your colleagues. Use language that is respectful and inclusive, and avoid
being defensive or confrontational.

4. Foster a team environment:

Encourage collaboration and teamwork by setting shared goals and expectations. Foster a sense of
camaraderie by celebrating team successes and supporting each other during challenging times.

5. Share resources and knowledge:

Share your knowledge and resources with your colleagues to help them succeed. Be willing to collaborate on
projects and share credit for successes.

6. Practice conflict resolution:

Address conflicts directly and respectfully. Try to find common ground and work towards a solution that
benefits everyone involved. Seek input from others to ensure that everyone's perspectives are heard and
considered.
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Stress Tolerance Remain calm and poised in my thoughts and emotions, even during stressful
situations.

Think through each talking point relative to the participant’s specific role and share examples of behaviors that underlie success.
Help the participant contextualize and specify the steps they can take to develop in each area.

Talking Points

Action Items

1. Identifying stressors:

Stress tolerance requires identifying the sources of stress and developing strategies to manage them.
Encourage your coachee to reflect on situations that have caused stress in the past, and to identify patterns or
triggers that may have contributed to those situations. Suggest strategies such as journaling or self-reflection
to increase self-awareness.

2. Developing coping strategies:

Stress tolerance also requires developing coping strategies for managing stress. Encourage your coachee to
develop a toolbox of coping strategies, such as deep breathing exercises, taking a break, or physical exercise.
Suggest strategies such as practicing mindfulness or cognitive-behavioral therapy to develop these coping
skills.

3. Time management:

Stress tolerance also requires effective time management. Encourage your coachee to prioritize tasks, and to
break down large tasks into smaller, more manageable steps. Suggest strategies such as using time-
management tools or apps to stay organized, and scheduling regular breaks to prevent burnout.

4. Seeking support:

Finally, stress tolerance requires seeking support from colleagues, mentors, or coaches. Encourage your
coachee to build strong relationships with colleagues, and to seek out mentorship or coaching when needed.
Suggest strategies such as scheduling regular check-ins or meetings, and asking for support or feedback when
feeling overwhelmed. By developing stress tolerance at work, your coachee can improve their ability to
manage their emotions, stay focused and productive, and maintain their well-being.

1. Identify stress triggers:

Identify the situations or circumstances that tend to trigger stress for you. This could include deadlines,
conflicts with colleagues, or heavy workloads.

2. Practice relaxation techniques:

Practice relaxation techniques such as deep breathing, meditation, or yoga to help manage stress levels.

3. Stay organized:

Stay organized and prioritize tasks to help manage workload and avoid feeling overwhelmed.

4. Take breaks:

Take regular breaks throughout the day to help reduce stress and increase productivity.

5. Seek support:

Seek support from colleagues, friends, or family members when feeling stressed. This could include talking
through the issue or seeking advice on how to manage stress.

6. Maintain a healthy lifestyle:

Maintain a healthy lifestyle by eating a balanced diet, getting regular exercise, and getting enough sleep. This
can help reduce stress levels and improve overall well-being.
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Use the form below to document the action you’ve taken to provide coaching feedback to the participant.

COACHING ACTIVITY LOG Tracy Hafner / Work Style Assessment

DATE COACHING ACTION DESCRIPTION / STEP TAKEN
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